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Introduction To
KCCT/CATS Online
Assessment

n support of the Seven Steps Forward in Assessment, the Kentucky Department
I of Education is dedicated to providing a variety of statewide assessments in an

online accessible format. All grade levels of the Kentucky Core Content Test

were successfully administered online as an accommodation to special
populations in Spring 2003 and 2004. Student scores were included in school
accountability. By testing online, eligible special populations (i.e., students with
disabilities and/or limited English proficiency (LEP)) were able to use text-to-speech
software (i.e., textreader or screenreader) to independently read the test using
computers. This electronic accommodation for special populations is known as CATS
Online and is delivered through an interactive website.

Due to the success of CATS online, a select group of students, both with and without
disabilities, will test 10™ grade Reading and 11* grade Social Studies online in 2005.
This special administration is known as the KCCT Online High School Prototype
(KCCT). Participating students will take other content areas of the KCCT in the
traditional manner. The KCCT and CATS Online Assessment websites include a
practice area designed for students and staff participating in the online assessments.

KCCT High School Prototype participants will use only Form A (1A, 2A, ...6A) of the
test, randomly distributed, while special populations will use only Form 1A (Form 1 for
grade 12) at all grade levels. Each online participant is required to have a hard
copy of the test booklet for reference while testing online. Schools must order
the correct number of Test Form 1A (Form 1 for grade 12) for special
populations well in advance of the testing date.

The questions and student expectations for these online assessments are the same as
for all other students taking the test with pencil and paper. However, online testing
requires planning for adult support in the event a student has a need for assistance in
use of the technology. This support is critical since answers submitted for the
KCCT/CATS Online assessment will be subpuitted electronically and will count toward the
school accountability index scores.

This manual explains the procedural and operational requirements for school staff and
students to successfully participate in KCCT or CATS Online administration.
Chapters 1, 2 and 4 apply to both the high school prototype and special population
participants. Chapter 3 contains additional information specific to special populations.
It is strongly recommended that all administrators and teachers who are
actively involved in online testing receive the entire manual.
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Items in this manual that are specifically related to special populations, students who
have the use of a reader or assistive technology listed as an accommodation in the
student's Individual Education Program (IEP), 504 Plan, or Program Setvices Plan
(PSP for LEP), will appear in a box unless a subheading indicates that an entire section
applies to these students.

For special populations the text is formatted for students to read with a textreader such
as Read & Wirite or a screenreader such as JAWS. The students will use a mouse or
keyboard to select the text they need help in reading, and the computer will provide the
audio (via headphones). A requirement for each special population student testing
online is that the student routinely (e.g., daily to weekly) uses technology to access
printed materials in classroom instruction and assessment and has entered the test
practice area prior to taking the live test.

Online Demo Area

Staff and students can experience online assessment at the CATS Online Demo Area.
Prior to registration and receipt of a login ID, participants can see how to navigate
pages and answer multiple-choice and open response questions selected from the
CATS 1999 released test items. The Demo Area also allows parents and others to view
an example of Kentucky’s online assessment.

Accessing the Demo Area

To access the online Demo Area, go to https://catsonline.ecollege.com/. At the login
screen, type in one of the following grade level IDs:

High School Prototype and Special Populations

Grade Login IDs
10 g10st7314
11 gl11st6974

Login IDs for Special Populations testing in other grades

Grade Login IDs
4 g04st2161
5 20559398
7 207st9567
8 208st4057
12 g12st1215

The sample grade levels reflect a variety of student accommodation profiles. This helps
teachers see different views prior to setting individual profiles when creating student
accounts for the real test. The teacher will set accommodation profiles based on
individual student need consistent with IEPs, 504 Plans or PSPs.
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NOTE: Using these generic grade-level logins to enter the DEMO Area does NOT
meet the requirement of student use of the official Practice Area. Students are required
to enter the Practice Area with their personal login IDs before they are given access to
the live test. (See p. 31)

When entering the Demo online assessment website with a Demo Student 1D, the
following choices will appear:

Enter DEMO Area

Set Your Preferences
YView Help Information
Leave CATS Online

To access the demonstration questions, click Enter DEMO Area. The Demo Area
may contain answers submitted by previous Demo users. Clicking on different choices
will change the Demo answers.

To change font size or color, click Set Your Preferences.

To learn more about using the online assessment, click View Help Information. This
section explains how to enter answers and use assistive technology. It also explains the
purpose of the navigation icons available for students with a visual impairment.




CATS ONLINE ASSESSMENT MANUAL
V.1.4.05

Chapter 1 - Preparation

To maximize success, preparation for the KTTC and CATS Online assessments is a
progressive set of steps that require time and commitment from all staff and students
involved. As with the traditional KCCT assessment, the district, school, teachers, and
students must understand their roles and responsibilities. Lack of staff or student
preparation and support will prevent online assessment from working as intended. It is
essential, therefore, that all related district and school staff prepare for the online
assessment by following all the steps described in this manual.

Checkilist of Critical Issues for Participation

Following is a list of critical issues that MUST be addressed before students participate
in KCCT/CATS Online. If the district cannot reply "YES" to all of these items by
assessment time, then it is not prepared to administer the test online. For help with
these questions, send email to catsol@kde.state ky.us

1. Is staff available at all times to support and supervise students during the
online assessment?

2. Have all proctors of the online assessment been to the Practice Area to
become familiar with the online tool?

3. Do the school and district have an adequate Internet connection to support
the number of concurrent users? (A single T1 line will support approximately
30 concurrent users. A 256KB line will support approximately 5 concurrent
users.)

4. Do computers have a minimum operating system of Windows 98 or
Macintosh 9.2.2 or higher?

5. Are computer monitors configured to a screen resolution of 800 x 600 pixels
or 1024 x 768 pixels?

6. Can you verify that Internet Explorer (IE) 5.5 for Windows, IE 5.1.7 for
Mac 9.2.2, IE 5.2.3 for Mac 10.2.X or later is the only browser students
will use for online assessment? See Technical Information in Chapter Four
of this document.
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7.

10.

11.

12.

Can you verify that no software (e.g., -GEAR, Fortress, FoolProof) is
installed that may interfere with implementation? Once the student
stations have been readied for the online assessment, install no new
software until assessment is complete.

Are back-up computers available and ready in the event designated
computers do not function well on test day?

Will your School Technology Coordinator (STC) and District Technology
Coordinator (DTC) or Chief Information Officer (CIO) be immediately
available to support participating schools during all times students are testing
online? Staff must be available to assist with technology issues that may arise
during the KCCT/CATS Online Assessment. The STC is the single point
of contact for resolving technology issues before and during the live test.
If unable to resolve the issue, the STC is responsible for contacting the
KETS Help Desk.

If a catastrophic event (i.e., network connection lost, computer dies, power
goes off) occurs while students are testing online, will adequate staff be
available to assist students in completing their assessments using paper and
pencil? Recommended: If the connection cannot be restored within 30-60
minutes, then traditional offline test format should be used.

Have all computers been tested by accessing the CATS Online Assessment
Practice Area?

Have qualified staff been identified to remove sensitive test data from the
workstations immediately after students finish testing for the day? Follow the
steps in the Daily Workstation Cleanup Guide in Chapter Four.

Special Populations: Checklist of Additional

Critical Issues

Following is a list of additional critical issues that MUST be addressed before students
utilizing assistive technology can participate in CATS Online. For help with these
questions, email catsol@kde.state.ky.us.

1.

Can you verify and document that all participating students meet the eligibility
requirements for the CATS Online Assessment accommodation? (See
Eligibility, p. 34).

Have the student computer workstation assignments for the online assessment
been finalized and has the accommodation software been loaded and
successfully tested on these workstations for compatibility and student
preferences prior to the first test session? Supported software includes: Read
and Write (5, 6, 7, Gold, or Mac), JAWS 4.5-5.0, eReader 2.3, and ZoomText
Xtra 7.06-8.1.
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3. In the event students must test in the traditional manner, is sufficient staff
available to implement accommodations?

4. Are headphones available for each student?

Are staff and students participating in online assessment comfortable using
computers and assistive technology and are students using these as part of their
regular instruction?

Steps Teachers and Students Must Follow In
Preparation for KCCT and CATS Online

The following procedures must be completed no later than one week prior to the
beginning of the testing window:

1. Preview practice areas!!! Teachers and all proctors of online assessment must
be familiar with question and answer formats for all content areas that they are
proctoring. This is necessary to assist students as questions arise.

2. Make sure students practice completing both multiple-choice and open
response questions for each content area assessed online. Supervise all
students entering Practice Areas.

3. When students log in to the Main Menu for practice, show them how to
change preferences for font style, size, or color. Do this by clicking the Set
Your Preferences link.

NOTE: Internet Explorer will look different for assessment than it does during
normal use. Due to security requirements, the toolbars that normally appear at the top
of Internet Explorer are turned off to student view. Students will be unable to use the
Edit tool button. Proctors should be aware that students do have access to the right-
click and keyboard commands of Copy and Paste (Cttl+C, Ctrl+V) in the Open
Response and On Demand Writing. However, only special populations using
assistive technology to write in a word processor are allowed to use the paste
command.

Additional preparation steps for teachers of special populations are found in
Chapter Three, p. 39.

Supervision/Support

The online assessment environment must include monitoring and support of all online
participants. Sufficient numbers of adults must be present to answer questions and to
verify students are following appropriate test protocol (e.g., not looking on another
student's computer monitor, using only authorized computer programs or information
during the assessment). In the event computer software or hardware does not function
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as expected, qualified staff who can quickly troubleshoot these problems must be
available at all times.

KCCT Online High School Prototype Students with
Accommodations

As specified in their IEP, 504 Plan or PSP, other testing accommodations must be
provided to students who do not require use of a text or screen reader. For example, a
student may not be eligible for a textreader but may require other accommodations,
such as a scribe or use of a word processor for written expression. A student who
requires a reader but has not yet learned to use a textreader will still require human
suppoft.

Physical Arrangements

Following are general considerations to address for planning and administering the
online assessment:

1. Each student taking the test online needs sole access to a computer
workstation during each test session.

2. Students may take the test in a computer lab environment, regular classroom
setting at a workstation or laptop, in a resource room (i.e., students with
disabilities), or other supervised setting.

3. Unless KDE has given permission to administer the test on a different
schedule within the designated testing window, students testing online must
take the same content area and grade level assessment at the same time their
peers are taking the test through traditional means.

4. Students with the same test form shall not be seated next to one anothet.
Online participants will receive random test forms 1A, 2A, 3A, 4A, 5A or 6A.

5. While testing online, each student must have an individual hard copy of the
test form they are completing and other support materials (e.g., math formula
sheet) as a reference.

10
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Chapter 2 - Getting
Started

Registering for the Online Assessment/ Roles &
Responsibilities

istricts with students participating in the KCCT/CATS Online Assessment
D start the registration process by notifying the KDE of intent to participate.

Before notification to KDE, the district must first identify an individual with
expertise in technology to serve as the KCCT or CATS Online Assessment District
Administrator (DA).

The DA should have some understanding of the state assessment. If the district is
testing special populations online, the DA should also be familiar with instructional
issues related to use of accommodations. Since the DA will identify a School
Administrator (SA) to lead the school level KCCT/CATS Online setup, the DA
should also be familiar with participating school staff. The SA will then identify the
participating Teachers and set up student accounts for the high school prototype.
Teachers who can verify eligibility will set up student accounts for special populations
who use assistive technology.

The sequence of events required to complete local setup of the online assessment
follows. It is imperative that all staff involved in testing complete their responsibilities
before beginning subsequent steps.

Notification of District Intention to Participate

In November 2004, schools were selected to participate in the KCCT High School
Prototype. Although a school contact was identified prior to selection for the
prototype, each district with schools participating in the High School Prototype must

11



CATS ONLINE ASSESSMENT MANUAL
V.1.4.05

identify a District Administrator to oversee the online assessment for the entire district.
To notify KDE of the DA who has been selected by central office, send email to
catsol@kde.state ky.us.

Districts with special populations using assistive technology (i.e., textreader) and testing
online must send a separate email to register. This email must identify a DA for special
populations and provide the DA’s email address. This email must originate from the
local central office or be validated by someone at this level. Send the email to
catsol@kde.state.ky.us by March 31, 2005.

Districts with students in both branches may choose to have one DA overseeing both
the High School Prototype and the Special Population setup. One login ID will work
for both branches, but the user must be sure to access the correct branch when adding

users: https://kectonline.ecollege.com/admin for the High School Prototype and
https://catsonline.ecollege.com/admin for Special Populations.

KDE staff will create an online district account, and the DA will receive an email
notice with a username, password, and the URL for each online assessment branch
(i.e., prototype or special populations) in which the district is participating.

All three administrator roles (district, school, teacher) can log in to either branch to
view students and testing sessions but can only modify the student accounts or testing
sessions when logged in to the branch in which the students or sessions were created.

District Level Set-Up (completed by DA)

Logging In

Upon logging in for the first time, the system will prompt the DA to change the
password provided by KDE to a new one. The system will prompt the user to renew
the password every 30 days.

12
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& AAT Administration - Change Password - Micreseft Internet Ex... !E X
Ble Edt Vew Favortes Tock el N e
| daBack =~ = - 1D al | Dysearch [EFavortes @fveds (B | S S 2

Address I@ ht,tps:,l’ﬁ’cat'sonline.ecoﬂeqe.com',fadmlnll’changepassword.Ieili ;'(:’Gu i Links *

Login Page
Your paseward bias expired Please enter a new one

Old Password:
Mew Passwrd:

YWerify New Password:

Login

When the DA logs in, the Main Menu of KCCT or CATS Online Administrator will
appear. The Main Menu briefly describes the roles and responsibilities of the Program
Administrator (PA), DA, SA, and Teacher. Live links exist within each uset’s list of
responsibilities to take the user to the KCCT or CATS Online Setup Wizard and tools.
The wizards can also be accessed through the links in the left column.

Be Edt Mew Fpokes Dok feb =
etk s % 0D 4| Dewss Gleeotes Breke F B SF - H D
Art15 [ TF bitos:lcstsaine scolege.comckomnmaimery o <] @ [Links ™

CATS Online’. 7
Adminlsg?tor B A

Welcome, Sue Gorton

o
F N Main Menu
i Welcome 10 the Main Menu of the CATS Online Azsessment for Students with Désabiities This
onling ssegsmont is intended 10 offer ehgble stodunts with disablilies an sccessbie way lo
aewTuKy v
OF COUCATION

particpEte in the kentucky Core Content Tesd (KCCT) conssstent with how they usa techaalogy to
access infarmation in classncm sottings. Pleass bo sure 16 review the KDE watruction documents
ot Leshireg requmernents. The ot links below will be diflerent scconding 1o The robe undes which you log
n

Sutip Wizards:

ke £ Rides & Responsibilities
The following descnpticns should hefp give you an idea of what you need 1o do in ondses to prapare
schoels 16 administer e CATS Onlew Assussmunt Tool with ohgihe students, Hower, lako same
time t discover what svaryone else i suppesed to be doing — you may not be sbie to cemplate your
part until ather fotka in your district camplote theirs!

» UsecAccoun
= Tuasting Session
Eld Crganizatezny
i
Edi Latny « Program Adimlnkstiator (P81 - Tho PA is the "supar usai” #f tho state loval Tha PAis
=42 Ti respansibie for
Edestng 1. conating, within the CATS Online Tool, sach particinating district

2 afler racening dietrict request for paicipatian, creating the account in the system
« Distiict Adminlstrator {0A) - The DA is the *super user” at the datrict el The E1A i

Fenattra ey ruspensible for
1 2 [hy TS Oriing Tool h ici) | wathin his or b
CATE Qulos Help e b
2 idsrititymg the perse al wach sehool 19 be the Sehool Administraler for he CATS
online assessmant, and then Creating the account in the system The [ must also

School Setup (completed by DA)

Once an organization or user is entered, they may be viewed from either branch. If a
district is participating in both KCCT and CATS branches, the schools may already be
set up in the system. In this case, do not set up duplicate schools!

To set up school accounts, the DA should click on the first link under Roles &
Responsibilities: Creating, within the KCCT/CATS Online Tool, each participating

13
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school within the district. This link takes the DA to the Welcome screen. The Setup
Wizard will provide step-by-step instructions. Click Nex7to go to Step 1.

Step 1 Click Add a School.

Gigack - D A 4 Qsearch [wFavorkes SiMeda A S b =l E

CATS Online District Setup Wizard - Step 1

Here is a list of School{s} already created for your District. If there are no
Schoolis) listed, or if the list is incomplete, please select the "Add
School™ link 1o begin completing the list. Repeat this process until all
Schoolis) in your District have been added.

KDOE (District) Add a Schoal,

Helpfol Hints: Your District 1= the "arent” Crgamzation in this outline: You will
be adding yout School(g)withun thal parenl organizatior. The School you creste
will appear undemeath your Distnct name. Your Schoal will be the *Child"
organizations

I you naed to adit these arganizations, lick o Administer Crganizations

Step 2 Enter school name and six-digit combination of district and school ID
numbers. Click Nex.

¥ CATS Online District Setup Wizard - Step 2: Add School(s) - Microsoft Internet Explorer pr... IE ]

Gack -+ = - @ 2] A DQoearch GFavorkes @Piede (4 - S 8- EH H -

CATS Online District Setup Wizard - Step 2: Add School(s)

Please enter your school name(s) and School ID Code to add to Helpdesk
District.

Helpdesk District (District)

School Name; T
School D Code:

Step 3 Add more schools or create the School Administrator for the school just
entered. Identify the person at each school to be the SA and click on the third bullet to

create the SA account.

14
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CATS Online District Setup Wizard - Step 3: Confirmation and Next
Steps

Thank you for adding KDE Middle School to KDE.

Plesse sefect one of the following options; ar elick the "Exit Wizand® buttan if yau
are finizhed adding Schoalfs).

« Add snothel schiolto KDET

» Add s grade tn school?

+ Add Sehool Adminjstiator(s) to KDE Middle Schonl?
« Add Teacher(s) to KOE Middle Schaol?

« Add another organization?

Although it is possible to add up to 5 School Administrators per school at one time, it
is only necessary to create one SA account. Itis optional to have a different SA for
each branch. If there is only one school in the district testing online, the roles of DA

and SA may be fulfilled by the same person. In this case only the DA user ID is
needed.

CATS Online School Administrator Setup Wizard - Step 3: Add School
Administrator(s)

Please enter the School Administrator{s) information for KDE Middle
School (up to 5 at one time).

School Administrator No. 1
First Name Last Name Email Address

\ |

School Administrator No. 2
First Name Last Name Email Address

| \ |

School Administrator No. 3
First Name Last Name Email Address

Step 4 Notify the person designated to be the School Administrator (SA) at each
school. By clicking on the third link shown below, the Wizard program can send an
automatic email to each SA when the account is created by the DA.

15
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2 CATS Online School Administrator Setup Wizard - Step 4: Confir
D 4 4t BQoearch [EFavorites @iveds (F b S @

CATS Online School Administrator Setup Wizard - Step 4: Confirmation
and Next Steps

Thank you for adding the below School Administrator(s) to KDE Middle
School.

First Name Last Name Login ID
Dept Education educaza]d

Please salect one of the fallowing aptiens, or click the “Exit Wizard” buttan if you
are finished adding School Administrator(s).

« Add more School Administrators) to KDE Middle. Sehonl?
« Add another role?

» Email these new Schoal Administratar{si dheir lagin inforriation?

Exit Wyizarel

This email notification will prompt the SA to access the KCCT or CATS Online
Assessment website, according to the branch in which the user was created. The SA
can then log in, change the password, and proceed to the Setup Wizard to complete
the next step in the process.

Note

Although the DA can perform all functions at the school and teacher levels, the
DA is expected to delegate these responsibilities to the SA and Teacher. The
DA is responsible for reviewing and modifying, if needed, the school level setup
after the SAs and Teachers have performed their duties. The DA should verify
that all scheduled online testing sessions correspond directly to the district's
offline testing dates and times, unless KDE has given permission to administer
the test on a different schedule within the designated testing window.

School Level Set-Up (completed by SA)

Logging In

The SA is the lead administrator for the online assessment at the school level. The SA
for each school will receive notice from the DA or an email indicating that an account
was created in the KCCT or CATS Online Assessment website. Upon logging in for
the first time, the system will prompt the SA to change the password to a new one.
The system will prompt the user to renew the password every 30 days.

16
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22 AAT Administration - C hange Password - Microsoft Intelnét Ex.. !E ]
| Eile Edt View Fayorkes Iouls Help
| Back - = @ . {;ﬁ‘l ﬁSaarda ]HFavox?tes -‘@Medua & Lﬁé]v

A_de’ESS I@ htkps: ffcatsonline scallege. com,fadmlnfchangaPassword }e_l (;)Gu | Links ]

Login Page
Your password Has expired Please enter & new one

Old Password:
New Password:

“erify Mew Pasgword:

Login

Logging in will take the SA to the Main Menu of the KCCT or CATS Online
Administrator. The Main Menu shows the roles and responsibilities of each user (DA,
SA and Teacher). The links take each user to the KCCT/CATS Online Setup Wizard

and tools.

e R pew Farte lok teb [ =]
P B - e ﬂm.@_i_\'.‘,’:i-_ 20

T Walcome, Sus Gorton

( ; Main Menu
Eﬂr
/ > ‘Wulcome 10 the Main Menu of the CATS Onlire Assessemest for Stodents with Disabalties. Thes

anfing assegsmon is inendud 10 offer eligble studonts wih dsabitios an occessishe way to

aonggypemman BAICEate mtho Kenlucky Core Cortort Test (KCCT) consictut i how they us uuuchnulng,m
‘B EbGERHN acoess miamlion in clastioom soltings. Flsage be sure 1o renuw (b K
o tusling nequinimunts. Thi hod lisks below wil bu dfornl sceordng 19 the Tore bndurwisch you lug
Setup Wizrds: w
Rales & Respansibiliies
» Digieict Sifup

« Tustig Sepsign The fllowrg descralians should hela g you an s of whal yeu meed f0 do in order fo prépare
schoats Lo admeater the CATS Onlive Astessment Tool wih ebitie studeeks. Hawer, lake some
time | dscover whal everyerm slae is supposed 10 be daing — you muy not be able 10 complele your

Bl OUGAMZNTE i b etk in yous gl semmpbuts thesst

]
o * Pragram Mdminisatos (PA] - The P2 15 83 *supes user” 58 he S1ste leval Tha PA iy

e respansibis far
E‘F“—"‘.':“ 1. cinating, within tha CATS Online Tosd, ach panicgatng st
bt 2 s eanang et riquisd fon paicipation, craaling (ke sceount = thi sytem

e = Dinivict Adenbmistrater (DA} - Thi D8 cn Phe "super ussr® ol e deilect level The D4 &
Hsputog Mo respansie

1 wifhin 2ATS O h
TS Onling ¥ ﬂ.;L.'.: and
AT et Wity 2. Wiy the parsin a e bl 9 b the Schon At o he CATS
ﬂ“‘"ﬂ H!SH!)IIIBIH Mlh!ll]. ;1 g 1he sCcoul I3 Ejs E —hl Qo\ II|II‘£| o

Creating Grade Levels (completed by SA)

Before creating student accounts, the SA must add the grade levels for the students

testing online (e.g., 10, 11, 12). Click on Create the individual Grade Level, within the
SA’s list of responsibilities, OR click on District Setup under Setup Wizards in the left
column. The Setup Wizard will provide step-by-step instructions. Click Nex#to go to

Step 1.

Step 1 Click Add a Grade.
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2R CATS Online District Setup Wizard - Step 1 - Microsaft Internel Explorer provided by Kent.

CATS Online District Setup Wizard - Step 1

Here is a list of Grade(s) already created for your School. If there are no
Grade(s) listed, or if the list is incomplete, please select the "Add Grade™
link to begin completing the list. Repeat this process until all Grade(s) in
your School have been added.

KDE Middle Schoal (Sthool) Add a Grads

Exit Wizard

Step 2 Choose Grade(s). A confirmation message will appear on the computer screen.

43 CATS Online District Setup Wizard - Step 2: Add Grade(s) - Microsoft Internet Explorer 'Dl’n..;

@ tat | -aﬁearch [ Favorites @Mema 3| I%v =) e N

daBack - =

CATS Online District Setup Wizard - Step 2: Add Grade(s)

Please enter your grade name(s) to add to KDE Middle School.

KDE Middle School (Schooly
Choose Grade(s).

Exit Wyizard

Step 3 Add another grade or click Exzz Wizard.
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Setup Wizard - Step 3 firmation and Next Ste,

bk - o @) (| @seech [Fsorites @vedn (3| By B ]

CATS Online District Setup Wizard - Step 3: Confirmation and Next
Steps

Thank you for adding Grade 07 and Grade 08 to KDE Middle School. I

Please select one of the following options, or click the "Exit Wizard® button if you
are finished adding Grads(z)

» Add another grade to KDE Middle Schoal?
+ Add Student(s] to Grade 077

« Add a testing session to Grads 077

« Add Student(s) to Grade 087 :

+ Add a testing session to Grade 037

+ Add another organization?

Creating Teacher Accounts (completed by SA)

Create user accounts for each teacher with participating students. The SA may delete
or edit these accounts as needed. To begin, click entering participating teacher
information under SA responsibilities or click User Account in the left column at the
Main Menu. Click Nexzto go to Step 1.

[T ———— (=]
Sellack = = &) | Psewsn Sfwvede:s Peeds P - D E - H 0

# . Walcome, Sus Gorton
( y Main Menu

/ > Wulcome 10 the Main Menu of the CATS Online Avsessment for Stedents with Disabilities Tn--
anfing asseasmon is inendud 10 offer eligble studonts with dsabities an sccossishe way b

anmcxr gy PticEate = the Kanlucky Core Contont Test (KCCT) consistunl with bow thy us uuuchnulug,m
B atoess infimation in clagiom seltings. Piase be sure 1o reniw the KDE i
e tasding eqiramanis. Tha ho ks e will b flra accring t th o Undar whech yo 1o
Setp Wignnds: -

Rales & Respansibiliies

« Testing Secsion The felluwrg descopliuns should hele goe you an idwa of whal you meed to do in order fo prepane
thosts lo sdmeter the CATS Onles Assessmmt Tool with ebgible studenks. Howaar, lake some
time lo dscives what svaryees shae is supposed 1o be deing — you miry 0ot be able 1o complels your

Edt Qigampatioers
i until athar Gtk in your districl cempbéte theia!
u
o * Pragram Mdminisatos (PA] - The P2 15 83 *supes user” 58 he S1ste leval Tha PA iy
o responsibiE fr
i 1. eemating, within the CATS Online Tosd, ssch panicesting sisirict
et 2 s twcurang Setnet quesd fin partcipation, craaling the aczsun = the sydem
« Diatubed Admimisteater (DA} - The (14 ca the "super usse™ sl the desirct level, The 048 15
Bpating M o
respansible
1. & within
CATS Onling Help

2 lefyqulhe peirson al ewch schoal 1o be the School Adminmtrator for the CATS
oriing assessmr, nd then ciealing the sccount m the svstem. Tha DA must also

Step1 Select Teacher and click Nexz.
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CATS Online User Setup Wizard - Step 1: Choose Role

Select the type of user you would like to create. Click Next to continue. I

 Teacher
C Student:

Step 2 Choose the school to enter Teachers. Click Next.

Wizard - Ste| ose school - Microsoft Internet Explorer provide.

daBack - = - @G &b | @ssarch  [EFavortes  Emedia ¢

CATS Online Teacher Wizard - Step 2: Choose school

Please choose the school to enter Teacher(s) and click Next to continue. I

| KDE Middle Schoal (School).
Grarle 017 (Grade) |
Grade 08 (Grade) |

Exit Wvizard

Step 3 Enter Teacher information for up to five Teachers.
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up Wizard - Ste

D [9) 4| Queearch [Fsvoites Preda P EH- G o g

CATS Online Teacher Setup Wizard - Step 3: Add Teacher(s)

Please antar the Teacheris) information foi KDE Mididle School up 10 5 at
oo time),

Teacher No. 1
First Hame Last Name Emall Address

Teacher No. 2
First Name Last Name Email Address.

Teacher No.3
First Name _ LastName Emall Address

Teacher No. 4
First Name Last Name Email Address

Teacher No. 5
First Name Last Name Email Address

Step 4 Confirmation of the users added will appear on the screen. Here the SA can
send an automatic email containing login information to each Teacher. This email
notification will prompt the Teacher to access the Online Assessment website, login,
and change the password.

3 CATS Online Teacher Setup Wizard - Step 4: Confirmation and Next

duBack - @ 4] A | Qsearch [EFavortes @Media H -

CATS Online Teacher Setup Wizard - Step 4: Confirmation and Next
Steps

IThank you for adding the below Teacher(s) to Robert Test School

First Name Last Name Login ID
Andrew Jason jasonB43

Please select one of the following aptions, or click the "Exit Vifizard" button if you
are finished adding Teacher(s)

« Add more Teacher(s) to Robert Test School?
« Add another rols?
& Email these new Teacher(s) their login infarmation?

| are finished creating use

Step 5 Click Add more Teachers or Exit Wizard.

Creating Student Accounts (completed by SA for High School Prototype)

Student accounts for special populations are created by teachers who can verify
eligibility. For adding students using assistive technology, see Chapter 3, page 30.
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For the High School Prototype, the SA creates student accounts. There are two ways
to create student accounts — uploading a file exported from a database or entering each
student individually.

To create student accounts through file upload, prepare a .csv file with the following
information:

First Name, Middle Initial (opt.), Last Name, Date of Birth MMDDYYYY),
Last four digits of the student ID (or 9999 if no student ID), teacher’s email
address

£ Microsoft Excel - csv ex

] Fie Edt Wiew Insert Format Tools Data Window Help

[ H1B | =
A ] B D B F i
1 |John S Doe 10231990 5632 keacher@district k12 ky.us
2 |Jane Smith | 11041992 1279 kteacher@district. k12 ky.us
g
4
5
R

A .csv file can be exported from STI (see Appendix C), or can be created from an
Excel spreadsheet by saving as a CSV. Select “Save as...” and then “Save as Type”.
Choose CSV (MS-DOS). Do not include the Header row in your file. Although the
Middle Initial is optional for each student, the field must be present in the file.

=] o] % BT - Tools -

/ ] Hopkinsville High Schoal ] Taylor County High Sch
i knatt County ATC BUnion County High Sch
ayle County High Schoal HLee County ATC
reathitt County ATC ]l es County High 5chool
ulitt County ATC H]Marshall County CTC
@ averna High School ) marshall County High School
hristain County CTC ] McClean County High School
awsan Springs High Schaol 3% Margan County ATC
) Murray High School

i paulBlazer High School
leming County High Schaol %) Phelps High Schoal

+ariklin Courity CTC Hpikevills High Schaol
ulkan Courty ATC H)russell Area Technolagy Center
resrwond High School F4)Russell County High Schoal
B8] Henry County High School ) sauth Laurel High Schaol
' -
= File name:  [Taylar County High School =l B save

Save 35 type: [coy (M5-00%) » cancel |

Text (Macintosh) =
Text (MS-DOS)
Csv (Macintosh;

- DIF (Data Interchange Format) —
SVLK (Symbolic Link) =

To create student accounts, click on User Account under “Setup Wizards” at the Main
Menu. This will take the SA to the welcome screen of the Wizard. Click Nex7to go to
Step 1.
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T CATS dinline Administration - Main Menu - Microssft Internet Explaaer provided by Kenticky Dapartment of Cdue.., I E1
e B e Fabe ok teb |« |
hd - Oﬂﬂ ‘QW*‘QMQM\.‘-&-QTE‘Z S0

Agdres: [F =] e Links ™

P ¥ Welcome, Sue Gorton

( ; Iain Menu
l{é £ > ‘Wisloome 16 the Main Manu of the CATS Online Assessment for Stodents with Disabilties. This

onfine assessmen is imended 10 offer eligble studunts with dsabiities an sccossivhe way to
paticpate  tho Kenlucky Cone Contert Test (RCCT) consistont wilh bew they uso Lechnalogy 10

- atcess nfarmation in clastoom selings. Plise be sure to rediw he
o tusting nequinsmunts. The hof fisks below wil bo dfiorant sceerdng 19 the el undor which you log
"
Setp Wizands:
iy Rales & Respansibiliies
Distoizt Sulug.
= MeecAscoual

« Tustig Sepsign The fllowrg descralians should hela g you an s of whal yeu meed f0 do in order fo prépare
schoats Lo admeater the CATS Onlive Astessment Tool wih ebitie studeeks. Hawer, lake some
time o dscover whal everyerms slse is supposed 10 be doing — you muy not be able 10 complele your

Bl OUGAMZNTE i b etk in yous gl semmpbuts thesst

j
o « Prsqram Adminisatas (PA] - The P2 i tha “super user™ 32 the stste level The PA i

i responsibiE fr
el 1. cinating, within tha CATS Online Tosd, ach panicgatng st
Extudes 2 Wb mmcmnng distnct sequest for partcipation, craaling the sstount = the ysam
B o » District Admibmistater (DA} - The (8 o the "super uasr ol o detrct level The D4 &

respansible
1 I
£ st and
CATR Sz ey 2 wantifyiog the parsun a1 #wch scheal 1o be the Schoal Adminitsatar for the CATS
oriing assessment, s then craaling Lhe secoun i the system. The DA must sso

Step1 Choose the role of Student. Click Next.

A CATS Online User Setup Wizard - Step 1: Choose Role - Micresoft Internet Explorer provid...

CATS Online User Setup Wizard - Step 1: Choose Role

Select the type of user you would like to create. Click Next to continue.

" Teacher
© Student.

Step 2 Select the grade level of the students being entered and click Nexz (Student
accounts can only be created within Grades, so the SA must have already created the
Grades.)
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ZR CATS Online Student Wizard - Step 2: Choose g
D [# & Qsearch [ElFavortes §fMedia ]

CATS Online Student Wizard - Step 2: Choose grade

Please choose the grade to enter Student(s) and click Next to
continue.

KDE Middie School (School)
© Grade 05 (Grade)
" Girade 07 (Crads)
" Grade 08 (Grade)

Step 3a At this step the SA has the option to upload students by attaching a .csv file or
typing in individual student information. Uploading a file allows the administrator to
enter all students at a grade level at one time rather than typing the name and
identifying information for each student. Click on upload a .csv file.

KCCT Online Student Setup Wizard - Step 3: Add Student(s)
Please enter the dent(s) information for Grade 04 (up to 5 at one time)
d or upload a .csv file.

Student No. 1
First Name Ml Last Name Teacher's Email Address

| N | |

Please use an email address ending
Date of Birth: |Month |v| | Day v || Year | in "K12 ky.uZ", if possible.

Last four digits of SSN: (Enter "9999" if the student does not have a SSN)

Click Browse to locate the file on your hard drive.

41 CATS (inkine Sudenk Setup ‘Wirasd - Step 3o Add Student (1) - Mic roscft Inberned Eaplorer = .nu
|'_\_HM' B 3 5 Fcath Pavriim o e . N - § r"I
=

Conge- w| frenhid - g TR By Haen [ opew

KCCT Online Student Setup Wizard - Uplead a Student

=<[asincilamas= | <<Schoabamas | colbmdes

You may upicad & comma sepamtbed (o) filke 2 coeate many stodent accounts. The file
PIRSS] COntRIN Susent reconds indnis iumac

Tirer Sama,Midsls Indrial,Casc Hess, Daes =f Bizzh [MEOOVTYY), Cane frer digics af
535, FOC Sckool Diacricc Cote W08 Schosl Code,Sawde, Tescher's smail sdcens

Cnily ore stucdant racard per ing. i possibie, use the ieacher's smail adoress anding m
" CvstrciNGme k12 kyus". Middle infal is opfional

After e Sysiem has processed the uphoaded reconds wou will e noliked, wia email of
those records sucoessfuly crealed and thase thal coud nol be oealed. Please use this
amall o venty shiden] acoount craation

|_Exirwiia.

When the .csv file is selected, the file location will be displayed in the text box next to
the Browse button. The Next button will initiate processing of the identified .csv file.
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After the system has processed the records in the file, an email notice with both
successfully and unsuccessfully created records will be sent to the administrator who
uploaded the file. This email notice will contain student IDs and a file with accounts
that need to be edited.

T Online Student Setup Wizard Student Account File Upleaded

¥oul have Ssucoesshully uploaded the student acoount fike, You will be naliied Shorly, wia email,
of those student records creatad and any racords that wera nat created with mstructions on
heow o Cormect any eors.

Lipdouad anodtar fla Exitiiizard

Step 3b If entering students individually, complete the fields for up to 5 students and
click Nexz. The next screen will display the information for students just entered and
provide a link to add more students.

I Thank you for adding the below Students) to Grade 04, I

First Mama Last Name Legin ID
Jad Sanda sondadB8s

Flease select one of the following options, o cick the "Exil Wizard” button if you are finished adding
Shudent{s).

- it 7

= Add anothar reig?

» Email {eache ihe login T for e rew shident=?

ITm fallowlng users were not created. You may reium to Step 3 and comect the records. |

First Name LLast Mame

ol Sanda

Test User

You may ratm to Step & Add Student(5) snd make comections bo the user data saginaly entared

Testing Schedule (completed by SA for both high school prototype and special
populations)

Create the online testing schedule to correspond with the school’s offline testing
schedule (i.e., same dates and times). Begin this process with the live link at the main
menu.
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2 CATS Online Administration - Main Menu - Microsoft Internet Explorer provided by Kentucky Department of §

Bl [t Wew Fieortes  Jook e
e - = n_a_.]ﬁ':ﬁm;usmm Qﬂeda@.;_‘gdl _jﬂ
Agdress @] rrodege =]

2 menn{ylr\g the person st each school to be the School Admiristrator for the C
anline assessment, and then crealing the account i the systom. The DA m
nolify the person designated to be the School Administrator a1 each school. [
program provides the oppertunity to do this sfter the DA has created the scco

3 the DA has the abiity 1o croate the grade lvels, testing sessions, teacher ind
and student accounts, but is expected to delegate these responsibdities to th
Teacher, a3 appropriste dow). B is the responsibility of the DWA 1o reviey
moddy, as nendid, these fems after they ane created by the SA and Teachin
The 04 should verify that il enline testing seteiant, once crasted, sre sched
carespond direcily to ofing testing dates and times.

= School Administrator (SA) - The SA 15 the lead adrmirustrator for the onling asses:
the schoal lewel The SA is responsibla for

1. gresling the indridysl grads bevels (e.g. gradez 4,5.7,8, 10,11, and 12} a2

u% comespondma to grade levels of padicpating students. These can only be

the schaols have been croated by the DA,
- creating the pnline testing scheduls to comespond with the schedula being fol

studenls without disabdities (Le. same dates and limes), and

1 pedering padicpating teacher information The SA can crsate, debete, and sdit
users at his or her own schoal. Again, Teacher accounts should anfy be creal
the sppropriate school has bewn crested

4 i ocessary, the SA can alsa perform all the dulios m this Teachor user, _ulu

AT ing Hals

Logout

creation of S1ydend yser sccoynts, mchiding the § e
SA responsibililies can slso be performed by the L\A i your school andior dl!
a small number of participarts, which would nat warrant addisonal staff swoha

= Teacher - The Teacher iz Jespnnslb.s for.

1. cresting the student user accounts, inchuding the student sccommaodation pro
Student accounts can only be created wilhin Gradies, <o the SA mus! hive al
completed that task
peoviding time snd oppostundy for every Student to enter the Practice Ares for
gracdis lirval {sivoral dayshwirks betor fist tos aom sehidulid) o sol pr

Step 1 Click on the '+' next to the Grade level for which you are creating sessions.

R CATS Online Setup Wizard - Step 1t View Sessions
|| #pack » = ~ Q[ 4| Quearch [aiFavortes Prstory | = @ - &

| Googler !&mweb ~| @ | PR D) bocked 1

CATS Online Testing

sion Setup Wizard - Step 1: Vi

Iif you would like to add a sesslon, click on the plus sign next ta the school
grade.

If there are no grades, or missing grades, you must use the District Setup
Wizard to add them before creating a test session.

Assessment Testing Sessions
KDE Middle School ~ School  Look up Lisars
Grade 07 Gradge B Lok up Lissrs
Grade 08 Grade HE Logk up Users

Step 2 In the first text box (Grade, Subject, Patts), label the test with information to
identify the specific session (e.g., 5 Math A, B). In the second box, use the drop down
menu to select the grade level. After selecting the grade level, the third box will
populate with all subjects and parts to be tested at that grade level.

If testing more than one part in a given time period, hold the Control key down
and click on all parts needed. (All parts highlighted will have the same password.)
It is recommended that the Questionnaire be highlighted at the same time as the last
part (C).

Complete the rest of the test session schedule by selecting the date, start time, end
time and time zone. Click Next to complete this step.
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‘A CATS Online Testing Session Setup Wizard - Step 2: Add Session - Micresoft Internet Explore|
daBack » = - A1 | @isearch GaFavortes @veda B BN S -2 B

CATS Online Testing Session Setup Wizard - Step 2: Add Session

Please provide the session information for Grade 05. ‘

All Fields Are Required
Grade, Subject, Parts [5Math A B

Choose Grade Level | Grade 05 Assessment (39 Release hems) = |

Choose Assessment Part(s)  [Ans and Humanities Part &

{Lise the ‘crit + click’'fo

select multiple raws) Mathematics Part ©

Choose Event Type |m]

Choose Session Start ]h

Enter Date Month [January ] B0 16 <] sy [2004 ~]
Enter Start Time Hour [ -]+ [0 =] anpa [am <]

Enter End Time Hour[12 =] [00 =] apeem [FM =]

Chooze Time Zone ,Wi

NOTE: You may allow extra time beyond what is listed in the test administrator’s
manual, but keep in mind that students who have the password for a test session
can use any computer with an Internet connection to re-enter the test. At any
time during the test, the SA or a Teacher with a login ID can extend the time of
the test. If needed, individual students or an entire class can be locked out of a
session through the Interrupt Session procedure found on 57 of this manual.

Step 3 Confirmation and password of the created session is displayed and also sent to
the email account. Students will need the case sensitive password to access the test
session. The session password for each test session must be given to proctoring
teachers on or before test day! (Be sure teachers realize that each test session has a
different password)

Click the third link to add eligible students to the session just created.

==BranchMame=> Online Testing Session Setup Wizard - Step 3: Confirmation and Next Step

Here is the information for the School Assessment Session you sdded:
o ccSemsionkess
A0S AM Passvoed: DWTIH0E Session Title: Block I SRS Test |~

Thits inforenntion will also be sant 12 the emoil addess listed on yeur acceunt.

Please select cne o the follwing aptions, o click the “Exit Wizard” button # you are frishaed adding
LT R

+ Add ancther seszion ?

. 7
* Add shgbis students te the <<Sessionlikcz Ssaakn

Step 4 All registered students in CATS (special populations) and KCCT (high school
prototype) will appear. Select only the students registered for the branch in which you
are scheduling this test session. Students registered for CATS will have “Special
Population” in the Accommodation Profile column, and those registered for KCCT
will have “Standard Technology.” If there are more than 35 students, they will be
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displayed on another page, with the page choices shown above the list. Any students
selected will be retained when changing pages. Click Nex# to assign selected students to
the test session.

online Testing Session Setup Wizard - Step 4; Add Ebe

A students (o the teet session jus crested

= SapionTiles

VBN MM Pawarrick DWTINSE Swasian Titl: [Block IV SRS Taat|

First Mamn - Last Mame Accomodation Prefils
[ ‘ezt arest Srandoed Tachmibgy
[] stathararass apanmophetestdauble Standand Tachookegy
[ Camee Bameti Special Populstion
[] Evran Clamisw Standard Technciogy
[] 'Edwin Hemingiz Sandand Techoology
[ Waynedd  Hoskine Spacial Fapulatan
Bt | [Coneel |

Step 5 A confirmation is displayed with the list of students added to the test session.
Click Exzt Wizard.

Inline Teslin

The dodizvang atudenta will be added to tua Taat Seanion

safionchfiamees

Distiiel: Cadsb Crisly
Echaok o Eboamandary
Saeaian Titky L]
Sazian P #

Siart Nal: AT 533 AR
Eral Dof: BN 1030 AR

Eruderas added oo pession
& algpE s - Prale
= ShAkni R pes opt e ke - Prdl
= TouEnsl TesiErad - Frfde
= L W ie - Pl
n WiTaeEm | WAz T o Pkl

After the test session is created, DAs, SAs, and Teachers may view the password by
going to either CATS or KCCT Online Administrator Main Menu. Click on Edit
Testing Schedules in the left column. At the next screen, select the second button
View/ Edit/ Delete Test Sessions. Hover the mouse over the date of the session and the
password will appear.
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2 Schedule Administration - Schedule Testing Sessions - Microsoft Internet Explorer p... = B

Ele Edt View Favortes Tocls Help _
4o Back - D [ & @oeach [GiFavortes @heda B - o 0] - = 0
Address | €] https:/Jcatsoriine ecollege comfadminict leam x| pen | Links

Schedule Administration - Testing Sessions

View Sessions

Edit Selected Session(s) ‘ Delete Seleced Session(s) J
KDE Middl= School School Look up Users
Gidels  cae BB Look up Users
Grade 05 Assessment (99 Release lems) - Arts and Humanities
Part A H|

Grade 05 Assessment {99 Release tems) - Mathematics

Part A Pait B Fan C
Lk s mmas rgifa
& 5 I
Malassword s - SaIS38] ey Wiath
A A g
& &
B 8
hud|
@] javascriptivoid 0 5 @ nternet

Note

The SA will create Student accounts for the High School Prototype., but
Teachers will create Student accounts for special populations.

After the assessment, the SA is responsible for assuring that qualified staff check

the hard-drive of each computer to verify that all test information is removed.
(See Daily Workstation Cleanup Guide in Chapter Four.)

Teacher (high school prototype)

Teachers of special populations create student accounts because they must verify
eligibility. For adding students using assistive technology, see Chapter 3, page 30.

Upon logging in for the first time, the system will prompt the Teacher to change the

password to a new one. The system will prompt the user to renew the password every
30 days.
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2 AAT Administration - Change Password - Micresoft Internet Ex..
| Fie Edt View Fayarkes Tack. Hel [
|stoBack = = - @ [A % | Psearch (ElFavortes AFMedia [ By S *

| Address i&g] https:,l’;‘catsonline.ec-oﬂege.com.ﬂadmlnfchangePassword.\a:J 6o | Links

Login Page
Your passwornd has expired Please enter 3 new one

Old Passwaord:
Mew Password:

Werify New Passwaord:

Login

Logging in will take the Teacher to the Main Menu of KCCT Online Administrator.
The Main Menu shows the roles and responsibilities of each user (DA, SA and
Teacher). Live links exist within each user’s list of responsibilities based on login ID.
The links take each user to the KCCT Online Setup Wizard and tools.

2} CATS Online Administration - Main Menu - Microsoft [nternet Explorer provided by KlmuckyDlp‘...

.Elle Edt  View Faverites _IeuLi Help
daBack == - @ [B] & | Boeerch [EFavoites GPwedis (P S S ) - H B

| Adress [} hups:ffcatsoriing, scolege. compadmin/manmeny s x| @ |

CATS Online "
Admini%tgtor B
Welcome, Suel-Gorton ‘

puvoiin.
Pl ! L
f b Main Menu
i f ﬁ > Welcomne tothe Main Menu of the CATS Online Assessment for Students with Dis

online assessment is intended to offer eligible students with disabilities an-accessi

TR DRk parﬁmpate in tha_l Ka_ntutky Cora Cnntem Test (KCCT) cnnﬁ\eler!l with howe they us
©F EDUCATION access information in classroom settings. Please be sure o review the KOE instru
fartesting requirements
Administer
Orasiisatians Roles & Responsibilities
| Belprinictar | loais The fallowing descrintions shauld heb dive vou an idea of what vou need todo ino
4
] 18 @ Intemet

Teachers are responsible for:

1. Providing time and opportunity for every Student to enter the Practice Area
using the student’s own login ID (several days/weeks before first test session
scheduled) to set preferences and practice all types of test questions, and

2. Administering and supervising the online assessment. (Proctors must have the
session password on test day to give to students.)
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KCCT/CATS Online Practice Area

Taking a test online differs from taking a test with pencil and paper. Students must
practice navigating between questions and using their text or screenreader to read the

test. Therefore, it is required that students have experience with format and operation
of the KCCT/CATS Online Assessment before taking the real test.

A KCCT/CATS Online Practice Area is set up just for this purpose. Here students
can practice, using selected questions from the 1999 Released CATS test items. The
Practice Area is accessed through the personal student login IDs and is not to be
confused with the generic DEMO Area. No student will be allowed to enter the
spring 2005 KCCT/CATS Online Assessment unless the system can verify that the
student has spent time in the KCCT/CATS Online Practice Area. Staff and students
must spend time in this Practice Area until all are thoroughly familiar with navigating
pages and reading and answering all types of questions.

Students in the High School Prototype log in to access the Practice Area at
https://kectonline.ecollege.com . Special populations using assistive technology login
to access the Practice Area at https://catsonline.ecollege.com . To access the required
Practice Area, students will need to use the individual student login IDs that were
emailed to the SA or Teacher when the individual student accounts were created (p.
21). When the student enters the KCCT/CATS Online Assessment website, the
following choices will be available:

Enter Practice Area
Enter Assessment

Set Your Preferences
View Help Information

Leave KCCT /CATS Online

Clicking on Enter Practice Area will provide access to the practice questions. By
entering the site using the individual student Login 1D, access will be given to the
Practice Area that corresponds to the grade level assigned to the student’s account.
After clicking on the link, the student will be prompted to enter the password shown
on the screen. This step provides practice for entering a password during the live
assessment.

Teachers will also need to visit the Practice Area to become familiar with its use and
support students’ practice activities. Teachers need to access the Practice Area at the
KCCT/CATS Online Administrator Main Menu. Scroll to the bottom of the Main

Menu for links to the practice areas.
Enter the practice area and follow these steps:
1. Read the questions and select answers.

2. Use the back and forward arrows to move between questions.
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3. Mark a question to be reviewed later.

4. Practice moving to different questions using the dropdown boxes in the lower
right corner.

Special populations using assistive technology should practice these
additional steps.

5. Listen to Question and Answer text using text or screenreaders.

6. For those who have navigation links turned on, practice moving around the

Question and Answer page. (Page Nav is recommended for students with visual
disabilities.)

7. For those who have image text turned on, practice listening to the image text.
(Image text is recommended for students with visual disabilities.)

Printing Practice Area Responses

From the Administrator Main Menu, teachers can view and print students’ answers to
the Practice Area by clicking on Reporting Menu. (This feature may not be available
until April 1.)

Procedure for KCCT/CATS Online Live Assessment

1. Before beginning the online assessment, all biographic and demographic
information for students participating in online assessment must be completed in
the student test booklet.

2. When the online assessment begins, students in the High School Prototype log in
to https://kectonline.ecollege.com. Special populations using assistive technology
log in to https://catsonline.ecollege.com. These login IDs ate the same as those
used to access the Practice Area.

3. If preferences are already set, students click on Enter Assessment. (Preferences
must be set at the Main Menu, before beginning the assessment.)

4. At the next screen, the students will enter the session password to access the
scheduled assessment. The session password for each scheduled assessment can be
obtained from the SA. These passwords are sent to the SA when grade level
assessments are scheduled. The Teacher can also view the session password by
entering the Administrator Main Menu and clicking on Edit Testing Schedules.
Select the second button, 17w/ Edit/ Delete Test Sessions, hover the mouse over the
date of the session, and the session password will appear.

5. The first time students enter the assessment a page will display requiring
information from the students’ printed test booklet. Students will select their test
Form and enter the lithocode and bar code.
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7.

10.

Assessment Infarmalicn Page

Flease selact the tst fomm prnted on your best booket [etect ]

Flaase enler e seven Qg ithecode pnnled on your 1est Dookdal

Plaase enler B bar code prinled an vour les) booklel:

(Contrng] [ Cancal |

After entering information from the front of their printed test booklet, the system
will prompt students to get verification from their proctor. This is to ensure the
correct information has been entered, which is essential for scoring student
responses.

Assessment Confirmation Page

STOP!

Only a Teacher or CATS Proctor may verify this page. Please wait until a
Teacher or CATS Proctor has verified this information matches your test
booklet.

_— TestForm: [

Wil ) _ — BarCode: ZZ940738

_.—— LITHOCODE: 4048387

Teacher or CATS Proctor:
Verify the information above matches the information on the student's test
bocklet. If the information is accurate click the "Enter Assessment” button
top i with the If the information is not accurate click the
"Cancel” button to correct the information.

[ Enter Assessmant] [ Cancel

If multiple parts are scheduled for the content area (Parts A/B/C) during the same
time block, the students will see a separate link to each part. Students begin the
assessment by clicking on the first link and proceeding through the test, recording
their answers.

Students must answer Open Response (OR) questions online when there is a text
box. The text box will NOT stop a student from typing more than the one page
limit. Students must click Answer Preview to determine the length of their response.
If an OR question requires drawing or graphing, there will be no text box and
directions will be given to answer in the test booklet.

NOTE: Remind students to use the Answer Preview button to ensure the
length does NOT exceed the one page limit.

When students are finished with a part, they click on the Exi# Session button at the
bottom of the screen. If there are more parts scheduled, a link will be displayed to
enter the next part. If only one part is scheduled, students receive a thank you
message. Upon exiting the session, all answers are electronically submitted for
scoring.

Upon entering a second test session, students are required to verify their form and
codes are accurate. They do not have to enter the information again.
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Chapter 3 — Special Populations
Using Assistive Technology

Student Eligibility For Special Populations

Many Kentucky students with disabilities and/or limited English proficiency (LEP)
have required "human readers" as an accommodation to participate in the Kentucky
core content test. Now, many students use text-to-speech software such as a textreader
or screenreader to independently read materials in the classroom with computers.
Although students may continue to use human readers during online assessment, they
have the option of using a textreader or screenreader if they meet three eligibility
requirements.

Students must:

1. Have an IEP, 504 Plan, or Program Services Plan (PSP for LEP) that specifies
the need for a reader or assistive technology as an instructional and assessment
accommodation;

2. Require and use the textreader or screenreader daily or weekly to access printed
material during classroom instruction; and

3. Access and use the CATS Online Practice Area until they can navigate the site
and independently read the content with their assistive technology.

When creating student accounts for CATS Online, the teacher or the SA must verify
that the student meets all eligibility criteria and must have the documentation to
support this. Students who do not meet all eligibility criteria should not participate in
the CATS Online assessment. Students who prefer to use adult support to “read” the
KCCT as specified in their IEP, 504 Plan or PSP, will continue with this
accommodation and will not be expected to utilize the CATS Online assessment tool.
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Instructional Implications for Use of the CATS
Online Assessment Accommodation With Special
Populations

Monthly or cursory use of a textreader or screenreader is NOT sufficient to meet
eligibility for CATS Online. Before students use assistive technology as a testing
accommodation, teachers must integrate it into classroom instruction by making the
general curriculum available in digital format. Teachers must also ensure students are
fluent in use of the technology.

The regulation on Inclusion of Special Populations in the State Required
Assessment and Accountability Programs (703 KAR 5:070) states the following
under General Conditions for Using Accommodations:

General Conditions for Using Accommodations
Accommodations or modifications shall meet the following conditions:

1. For students with a disability, accommodations or modifications in the
instructional process shall be both age-appropriate and related to both the
student's verified disability and specially designed instruction described in the
student's IEP or intervention strategies and modifications desctibed in the
student's 504 Plan. For students with limited English proficiency,
accommodations or modifications in the instructional process shall be related to
both the student's level of English language proficiency and specially designed
instruction described in the student's Program Services Plan (PSP).
Accommodations or modifications shall be based on the individual needs of the
student and not on a disability category (e.g., emotional-behavior disabilities,
specific learning disabilities, multiple disabilities, other health impairment, etc.) or
designation as limited English proficient;

2. Accommodations or modifications shall be part of the student's ongoing
instructional program and not introduced for the first time during state-required
Assessment;

3. Accommodations or modifications shall be for the purpose of students accessing
the general education curriculum and demonstrating what they know and are
able to do;

4. Changes in the administration of the assessment or recording of student
responses shall be consistent with the instructional strategies, assistive technology
devices, and setvices identified on the student's Individual Education Program
(IEP), 504 Plan, or Program Services Plan; and
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5. Accommodations or modifications or both shall not inappropriately impact the
content being measured.

Creating Student User Accounts (by Teacher)

Before the Teacher can create student accounts, the SA must first enter the Grades (p.
17, Creating Grade Levels). 'To create student accounts, the Teacher will need students’
birthdates and the last four digits of their student identification numbers.

At the Main Menu, click on Create the student user accounts or select User Accounts
under “Setup Wizards” in the left column. Clicking on one of these links takes the
Teacher to the Welcome screen of the Wizard. Click Next to go to Step 1.

Step 1 Choose the role of Student. Click Nex? to continue.

Online User Setup Wizard - Step 1: Choose Role - Microsoft Internet Explorer provid.

B | a4l | @Qsearch [GFavorites EPMedia

CATS Online User Setup Wizard - Step 1: Choose Role

Select the type of user you would like to create. Click Next to continue.

~ Teacher
" Student:

Step 2 Select the students’ grade level and click Nex7 to continue.

R CATS Online Student Wizard - Step 2: Choose grade - Microsoft internet Explor.

Cdepack - = - D [E] A Derch [EFavotes (Bheda (3

CATS Online Student Wizard - Step 2: Choose grade

Please choose the grade to enter Student(s) and click Next to
continue.

KDE Middie School (School)

_© Grade 05 (Grade)
 Grante 07 (Grads)
 Grade 08 (Grade)
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Step 3 Enter the names of participating students and the email of the teacher who
will give the student the login ID. Complete the birth date and last four digits of the
Student ID (from STT) or 9999 if the student has no ID.

El

[ cATS Onine Student Setup Wizard - Step 3: Add Studentis) - Microsoft Internet Explorer |- | 053

O ek W @ Fsewh JrFavwnes WMeda @ (3¢ 5 5 o3 "

Google - [v| Ehsewchwen » g | Fussfink Oy pifrnt] st [5) | o] ontions

CATS Online Student Setup Wizard - Step 3: Add Student(s)

Plaasa antar tha Student(s) information for Grade 04 [up to 5 at ona tima),

Heed more job fan o0 fhe & fon Profile?

Student Ne. 1
First Name M LastHame Teacher's Email Address
[  C—
1 Piyea uss an e addrees srding
Date of Birth: Mouh |v| Dy v Yew v/ N WIE ke, d possiie
Last four digits of 35M: {Enter "990%" #tha student doas not have 3 SEN)
Accomedations Profile
[I€liek here if sludent meeis eligiiliy reguirements.
Special Population Selact |l
Software Utlized Sefact ||
ContentNav Online Open Response  Image Text In Page Nav

Select 0 Setart|v| Selest @ Select »
Browser Settings Moles

Accommodations Profile

Teachers must verify each student meets eligibility requirements by clicking in the
checkbox. Select the special population and assistive technology software from the
dropdown boxes. Finally, set the student’s accommodation profile. The profile for a
typical student is Content Nav: Dual Frames; Online OR: Yes; Image Text: No; In
Page Nav: No. To view examples of each setting, click Need more information on the
Accommodation Profile? in the yellow box. The Teacher can change the profile at any
time through the Edit Users link at the Main Menu.

Student Accommodation Profile
(An example of each of these settings can be viewed online when student
accounts are being created.)

Content Nav:

Window: Displays supplementary reading and image alternative text in a pop-
up window. This choice is appropriate for students with visual impairments
who navigate the computer by keyboard.

In Page: Displays supplementary reading and image alternative text in the same
page. Readings are displayed at the top of the window, followed by question
and answer text with single scroll bar. Appropriate for students who struggle
with navigation between a reading passage and questions related to passage.

Dual Frames: Displays supplementary reading and image alternative text in the
same page. Readings are displayed in a top frame of the window. Appropriate
for students who struggle with navigation between a reading passage and
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questions related to passage. Text reader must support frames.
Online Open Response:

Yes: Displays an edit box so the student can answer Open Response questions
online. Students will still have the option to answer offline.

No: Instructs the student to write Open Response answers in the student
response booklet.

Image Text

Yes: Displays a link on the page that opens the text for that image. If Content
Nav option is “Window”, text appears in a popup window. This option is
appropriate for students with visual impairments or who require prompting, as
noted in their IEP. Text for images in answers will appear below answer text
area if Content Nav is In Page or Dual Frames.

No: Will not display a link on the page opening the text for the image.
Appropriate for sighted students.

In Page Nav:

Yes: Displays navigation for the exam’s current page corresponding with exam
question. This is suitable for students with visual impairments who use the tab
key to navigate a screen, and wish to move to sections of the page quickly.
Links go to question, answers and question navigation areas. Each area is
highlighted when user selects link.

No: No page navigation is provided - (sighted) student uses web browser’s
scroll bars.

Click Nexr after entering up to 5 students.

Step 4 The Teacher will receive confirmation and login ID for each student entered.
Teachers can then choose to have this information sent to their email accounts.
Students will need this login to access both the Practice Area and the assessment. At
any time, teachers can view student login IDs by clicking on Edit Users at the Main
Menu and searching for Students.
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& CATS Online Student Setup Wizard - Step 4: Confirmation and Next Steps - Microsoft Internet Expig
B | af | Disearch [EFavorkes meds F 5 S - 5 0

CATS Online Student Setup Wizard - Step 4: Confirmation and Next Step{

Thank you for adding the below Stident(s) to Grade 05.

First Name Last Name Login ID
Jahn Cioe toel 700
Please select one of the following options, or click the "Exit Wizard" button if you are
finishad adding Studsnt(s).
= Add more Student{sy 1o Grade 057
« Add another role?

» Email teacher the login IDs fir these new students?

Steps Teachers Must Follow In Preparation for
CATS Online for Special Populations

These procedures must be followed no later than one week prior to beginning of the
testing window!

1. Check for supported software. Assistive technology supported includes: Read and
Write (5, 6, 7, Mac or Gold), JAWS 4.5-5.0, eReader 2.3, and Zoon:Text Xtra 7.06-
8.1.

Make sure you have all updates and service packs for your software.
o Read and Write Gold
a. Open program.
b. Click textHELP button.
c. Select About.
d. Click on link for updates.
o WordSmith

Since the toolbar BrowseAloud is turned off during assessment, access the
test by opening Read and Write 5 that installs with WordSmith. Prior to the
test, allow students time to use Read and Write 5 in the Practice Area.

o Other supported software
Check with the vendor for updates.
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2. Check software settings for individual students. Read and Write Gold includes
settings that teachers may need to adjust for student use during testing or to
support software operation. For example, the Toolbar can be adjusted for each
tool. Make sure only appropriate tools are available for the student. The dictionary
tool is only appropriate during the On Demand Writing,

Check other settings as needed. Textreaders and screenreaders have some
limitations in the way text is read. For example, words in the assessment may be
capitalized for emphasis. Some voice engines read such words as if the letters were
not capitalized while other engines read the word letter by letter as if the word were
an acronym. Make sure the voice engine selected will read words in all caps as a
whole word. Voices that read all caps accurately include: L & H RealSpeak
Jennifer or Jane, Adult Male #1 British English (L&H), Adult Female #1
British English (L&H), Mike, Mary, Sam, or RoboSoft 1-6.

Math problems, numbers, and abbreviations are also problematic. Words with two
or more pronunciations will only read one way (e.g., read, record, content).
Abbreviations or words ending with a period may be mispronounced (e.g., Dr.-
drive or doctor?, Pa at end of sentence becomes Pennsylvania). Since students
should be experienced using the software, they are already familiar with these
limitations. Remind students to request staff assistance if they need help
understanding text.

3. Check that other software (e.g., -GEAR, Fortress, Foo/Progfj installed by the district
but not supported by KDE does not interfere with required software. Once the
student stations are readied for the online assessment, no new software should be
installed until assessment is complete.

4. In the Practice Area, test the textreader software on all computers to be used
during testing. The assessment must be accessed through Internet Explorer
version 5.5 or later (not Netscape or other browser). If possible, have one or two
back-up computers in the event computers do not function as expected on test
day.

5. Prepare templates for completing open response items. If students are to
complete open response items in a word processor, the printed answers must
follow the format specified in Section 6 of the "Inclusion of Special Populations in
the State-Required Assessment and Accountability Programs (703 KAR 5:070)"
document. A template meeting the format requirements is available on the KDE
website (www.education.ky.gov). Click on KDE QuickLinks and select CATS
Online Assessment.

6. Preview practice areas!!! In order to assist students, teachers and proctors must be
familiar with question and answer formats for the content areas they are
proctoring. They must also be familiar with the accommodation profiles students
are using,.

7. Supervise all students entering Practice Areas. Show students how to change their
preferences (font style, size, color) at the main menu.
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8. Determine the format students will use when answering open response (OR)
questions and ensure students use this format during practice. The
Accommodations Profile allows teachers to choose if special population students
will answer OR questions online in a text box or if they will answer offline in the
test booklet.

Answering Open Response Questions Offline

Although the teacher may set the Accommodations Profile to answer online, students
using assistive technology may choose to answer any Open Response (OR) question
offline by checking the box in the gray area. When the student checks this box, the
text box on the screen disappears.

Ths craaben sy bat arsoened ufen, 17 pos leadbockiel Claochthe chushisas, bukne, b armwes Bis cpestson ofiews
- s e v T arerwese s ofiisa 1e 1y st ookt

You may be allowed Lo Rype your anx
what you do in the c
E T PUT YOUR ANSWER,

ng Micrasolt Wosd and the weiting tools of your
[T aur writben woek. [F YOU ARE

un;

ouT answer Bere

[T
[

Mevaw Luter? E E

Students with minimal keyboarding skills may prefer to answer offline or some OR
questions may require students to answer in the test booklet. These questions ask
students to show their work or construct a diagram. The teacher or proctor should
instruct students to answer these questions in the test booklet.

Answering Open Response Questions Online

Some OR questions may be answered either offline or online. If students choose to
answer an OR question online, they can type (independently or with a keyboard scribe)
their responses to OR questions directly into the online text box.

This: cuscidion ety bat s i, 17 PO st Bookiel CTrosch [he Chiskty, bukns, ko arowes T cuessos ofir

Ths uaiidicn wall s i ernsed oo, 0 1oy sl kil

Wou may be allowed ko byoe pour ans ng Micrasalt Wosd and the weiting tonls of vour
whi ic in the s @ your written wesk. IF YOU ARE

mt you o L i to comp your wrl
un E TO PUT YOUR AMSWER, CHECK WITH YOUR TEACHER.

answer Bere

41



CATS ONLINE ASSESSMENT MANUAL
V.1.4.05

Only text may be entered in the OR text box. The text box will NOT stop a student
from typing more than the one page limit. Students MUST click the Answer
Previewbutton to verify their written response is within the one page limit.

Students may be eligible to use writing tools (i.e., word prediction, spell check) if these
accommodations are part of the student’s IEP, 504 Plan or PSP. If students need to
use more than the textreader tool in Read and Write for written expression, they
should practice using these tools in the Practice Area. If the needed tools will not
function within the online text box, the students should compose their responses in a
word processor. They may then copy answers from the word processor and paste
them in the online text box.

If students show some work in the test booklet but use a word processor for the
explanation, they must print the typed text from the word processor. Students must
NOT paste part of an answer into the online text box. The combined total of printed
response and handwritten work must not exceed the one page limit. Teachers must
ensure that loose pages submitted as part of a response contain all identifying
information.

Note: Although students may show their work on paper, please remind them that the
entire written response to a question must be completed either online or in the test
booklet. They may not complete patt of the response online and the other part in the
test booklet.

Students who use a word processor to answer OR questions should practice using a
split screen (see below) or toggling/ clicking between both windows. This allows
students to see both the question and the response.

Directions for Split-Screen (viewing two windows simultaneously)

1. Open MS Word and Internet Explorer. (Open Read and Write Gold if
applicable.)

2. If each program opens to full screen, click on the middle button in the upper
right-hand corner. The button selected should switch from showing two small

windows to only one.

3. Grab (click and hold) the lower right corner and move mouse to tesize the

=
window to cover only half of the screen. J

The window that has the darker top bar (blue in most cases) is the active window.
To do something in the inactive window, simply click anywhere in the window.
You should see the top bar darken.

On Demand Writing (grades 4, 7, and 12)
Students and teachers in grades 4, 7, and 12 should determine where the prewriting will
occur. Students may choose to write on paper provided by the teacher or use a word
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processor. Students can copy and paste a final draft from the word processor into the
text box online. Since formatting is lost when text is pasted into the text box
students should print any response in which formatting is important directly from the
word processor and insert it in the test booklet.

Test Session Completion
To complete the test session, students should click the Exif #his session button. 1f there
are any unanswered questions, the system will list them with links for completion.

Note: Answers are saved in the system as students navigate between questions.

After completing all questions, students will receive a link to the next section if other
parts (B, C, or Questionnaire) are scheduled during the same test session.

Supervision/Support for Special Populations

Students must be monitored and supported during the online assessment. At least
one adult for every four to eight students testing online should be available to answer
questions and to verify students follow appropriate test protocol (e.g., not looking on
another student's computer monitor or using only authorized computer programs or
information during the assessment). Since computer software or hardware may not
function as expected, qualified staff must be available at all times to troubleshoot
problems immediately or to assist students having difficulty using their text-to-speech
software.

Physical Arrangements for Special Populations

When planning and administering the online assessment, consider the following:

1. Students must have a hard copy of the test booklet and other support materials
(e.g., math formula sheet) to reference during the test. (Special Populations use
Form 1A or Form 1 for grade 12). Before starting the online assessment, all
biographic and demographic information must be completed in the student
test booklet. Contact your school or district test coordinator to request
additional copies of student test booklets.

2. Students must have sole access to a computer workstation during each test
session.

3. Students may take the test in a computer lab environment, regular classroom
setting at a workstation or laptop, in a resource room, or other supervised
setting.
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4. Unless KDE has given permission to administer the test on a different
schedule within the designated testing window, students testing online must
take the same content area and grade level assessment at the same time their
peers are taking the test through traditional means.

5. To assure privacy and security, each student must use individual headphones.

6. Since special population students will all be using the same form of the test,
workstations must be arranged to assure privacy and prevent students from
seeing each other's online test responses (e.g., pattitions, different grade levels
side by side, empty space or vacant computer workstations between students).

7. Unless their IEP, 504 Plan or PSP calls for use of a "sctibe, " students who
lack the keyboarding skills to complete Open Response questions online may
choose to enter their responses directly into their test booklets.

8. Depending on what is consistent with the student’s accommodations and
classroom routines, a scribe may be a person who records student’s
answers in the test booklet or serves as a "keyboard scribe" and records
the student’s answers in a word processor or the text box of the online
assessment.
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Chapter 4 - Technical
Information

Supported System Specifications
The KCCT/CATS Online Assessment supports the following hardware:

The KCCT/CATS Online Assessment Website suppotts the following softwate:

OS/Software Support Page

Microsoft Windows |http:/ /www.microsoft.com/windows

98 — XP

Internet Explorer  |http://www.microsoft.com/windows/ie

5.5 —6.0 (Win)

Macintosh 9.2.2— | http:/ /www.info.apple.com/usen/macos9/
10.2.X http:/ /www.info.apple.com/usen/macosx/

Internet Explorer
5.1.7 (Mac 9.2.2) or
IE 5.2.3 (Mac

102.X)

http:/ /www.microsoft.com/mac/products/internetexplorer/int
ernetexplorer.aspxepid=internetexplorer

eReader 2.3 — 3.0 for
Windows

http:/ /www.cast.org/udl/index.cfmri=211&option=TechSupp
ort

JAWS for Windows |http://www.freedomscientific.com/fs_support/doc_screenread
45-5.0 ers.asp

ZoomText Xtra http:/ /www.aisquared.com/support/index.htm

7.06 - 8.1

45




CATS ONLINE ASSESSMENT MANUAL
V.1.4.05

Read & Write Mac | http:/ /www.texthelp.com/support.asp?ql=support
Read & Wirite 5, 6, 7
Read & Write Gold

Testing has been completed using the configurations described in the table above.
Other configurations may also function, but will not be supported.

Lost Internet Connection

The following steps should be taken to minimize a disruption in the testing session in
the event of lost Internet connection.

1. Students notify the teacher or other staff that their test session has been
interrupted.

2. School staff immediately attempts to restore the connection. If achieved,
students can resume online testing where the interruption occurred (NOTE:
student responses are automatically saved when leaving a question to advance
to the next one).

If time has expired due to the delay, the DA or SA must extend the time of the
testing session (See Appendix A- Editing Test Sessions).

3. 1If school staff determine that the connection cannot be restored within 30-60
minutes, the school shifts to a backup plan for paper and pencil completion
and the provision of readers for special populations. If a student answers a
question both online and in the test booklet, the online answer will be scored.

4. If the Internet connection to the assessment is restored by the next scheduled
test session, the student may resume online testing,

Hardware or Assistive Technology Failure

Schools should have backup plans in place for other unexpected hardware/software
complications during the testing session.

If an individual workstation or software ceases to function, the student should move to
another computer and reenter the test session using the same login ID. The student
can go to the last question answered and resume testing. If backup workstations with
the needed technology are not available, the student must complete the test in the test
booklet. If the student was using assistive technology, alternate accommodations, such
as a human reader, must be provided.
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Daily Workstation Cleanup Guide

These instructions describe how to remove any cached information remaining on
workstations used by students for online testing. The cached information could
include temporary Internet files, temporary word processing files, or temporary files
from a text or screenreader. Because these files may contain elements of questions or
student responses, they must be purged from the workstation no later than by the
end of each day of testing. Contact the KETS Helpdesk at 502-564-2002 or toll-free
within Kentucky at 866-538-7435 if assistance is needed.

Note

Since it is important to maintain confidentiality for both the student and
the test items, it is imperative to complete these steps without exception.
The instructions in this guide are for school and district staff use only.
Since they could access unreleased test items or student responses,
students should not be asked or allowed to perform these duties.

The KCCT/CATS Online Assessment is accessed through SSL (Secure Sockets
Layers). Under normal conditions, this would leave no cached information from the
online assessment on either the workstation accessing the exam, or on any state or
district proxy servers or network caching devices.

Delete the Temporary Internet Files (Internet cache)

Most Internet browsers are configured to store certain files locally on the hard drive of
the computer. Storing parts of frequently accessed web pages helps speed the opening
of those pages at a later time. The browser can even be told to make an entire website
available offline, for when the computer does not have an Internet connection. For
the purposes of the KCCT/CATS Online Assessment, these files are not helpful and
should be deleted each day of the assessment.

The following instructions for removing cached files assume the browser is a recent
version of MS Internet Explorer (5.5 or above) running on either the MS Windows
Platform or Macintosh. MS Internet Explorer is the only supported browser for the
KCCT/CATS Online Assessment.

1. Open Internet Explorer and click on "Tools".
2. Select "Internet Options".

3. Under "Temporary Internet Files", click Delete Files.
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4. Check "Delete all offline content" and then click the OK.

5. Click OK on the Internet Options window and then close Internet Explorer.

Delete the Cached Files on the District Proxy Server

The Proxy Server is a computer at each school that helps speed access to Internet
content by saving the school's most frequently visited websites on its hard drive. There
will also be one primary Proxy Server for the entire district that feeds all of the school
Proxy Servers. Because these devices save Internet content, they will need to have
their cache cleared at the end of each testing day. The process of clearing the proxy
servers' cache should only be performed by the district or school technology specialist.
If the person assigned to clear the proxy server’s cache needs assistance, contact the
KETS Helpdesk.

Delete Temporary Files from the Student Workstation

For Windows 98/2000/XP - Use the Disk Cleanup utility.

Click on the Windows S7zr# button.

Click "Programs".

Click "Accessories".

Click "System Tools".

Click "Disk Cleanup" application.

Ensure that "C:" appears in the "Select Drive" pop-up window, and press OK.

N e vk e

Ensure that every option available in the resulting window is checked
EXCEPT for "Downloaded Program Files" which should not be deleted. A
description for each type of item appears in the lower half of the window.

8. Click OK; and then click Yes in the confirmation window.

Temporary files can also be deleted from the command line:

1. Click the Windows S7art button.

2. Click the "Run..." link

3. Type "cleanmegr /d ¢:" without the quotes and click OK.
4

Move to step 7 above and complete the process.

For Macintosh OS — Clear the Cache on Internet Explorer 5.x.

1. With Internet Explorer open, click “Edit,” and then select “Preferences” from
the menu bar.

2. Click the pointer arrow beside “Web Browser” until the pointer points
downward.
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3 Click “Advanced.”
4 Click “Empty Now.”
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Appendix A

MAKING CHANGES TO INFORMATION ALREADY
ENTERED IN KCCT/CATS ONLINE: EDITING/DELETING
SCHOOLS, USERS, OR TEST SESSIONS

If changes need to be made to the KCCT/CATS Online Assessment after the Wizard
setup has been completed, the following information provides directions to advanced
users for making these changes manually. These manual changes cannot be made

within the Wizard.

Editing Schools (DA only)
NOTE: This function is only for use when a school has been incorrectly entered (e.g.,
misspelled name, incorrect school number).

1. At the KCCT/CATS Online Administrator Main Menu, click on Edit
Organizations. Select the school(s) to be edited by clicking the check box next
to the school name. Click on Edit Selected Organizations.

3 Organization Administration - View Organizations - Microsoft Internet Explorer pr... E

File  Edit  View Favorites Tools  Help

@D [ & Bsearch ErFavortes Pveds (B 5N S B -5 0

= e | Links »)
' |

“aBack: v =

Address [&] hteps:/fcatsanline. ecallege. com/admin/Org iewrgs Jearn

Organization Administration

| Edit Selected Organizations ] Delete Selected Organizations I

I~ KDE (District)] H ook up Users Lock up Events
¥ KDE Middle School (Schaal) Look up Users Look up Events
)

Edit Selected Organizations

1" Grade 05 (Grade Look up Users Lok up Everts
I Grade 07 (Grade) Look up Users Look up Events
1" Grade 08 (Grade) ook up Uisers Look up Events

I Delete Selected Orgamzations

Return ta Main Menu

&] Dore

B @ Intemet

2. The choice is given to edit the Organization Name, Type, or ID Code. After
making the edits, click on the Submit button to save edits or the Cance/ button
to return to the Main Menu with no changes made.
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. ‘Eile

A Organization Administration - Edit - Microsoft Internet ... !EE

‘Edit  Wiew Favorites Tools: Help -
Gagack ~ = - @ 8] ﬁ Qisearch  [FFavortes EMedia 2
ngdress];tﬂ htt|:|s:,l',l'catsonline.ecollege.comfadrnln,l'Org,l'EditOr:j @G | Links
Organization Administration - Edit
Parent Orgamzation: KDE
Organization Mame: iKDE Middle Schaol
Organization Type: | School ;]

Organization 1D CDdBIiDDDQBQ
Bubmit | Cancel

&) bane

[ |5 |4 Iterret

3. DA sees a confirmation message and a click Jere link to Return to Organization

Adpinistration Main Menu.

Deleting Schools (DA only)
NOTE

The Delete Organizations function is only for use when a school has
been incorrectly entered or is not needed.

1. Select the Organization to be deleted by clicking the check box next to the

corresponding Organization.

2. Click on the Delete Selected Organizations button.

A Organization Administration - View Organizations - Microsoft Internet Explorer pr..

Els Edt View Favorites Iools Help

back v = - (@ (@ A Qooerch (EFavories @ Mecie. F| By S B - 5]

ﬂgdress]@ https:{featsonling. ecollege. comfadminCra Vieworgs Jearn j 6o | Links *
i o L]

Organization Administration

| Edit Selected Organizations ] Delete Selected Organizations J

1~ KDE (District)
W KDE Middle School {Schoal)
1™ Grade 05 (Grade)
™ Grade 07 (Grade)
T Grade 03 [Grade)

Edit Selected Organizations

Look up Users Look up Events
Look up Users Look up Events
E =% Look up Users Look up Events
H Look up Users Look up Events

HE Look upUsers Look up Events
- |
o

] Delete Selected Droganizations

Beturn to Main Menu

&) Done

[T & [@ eemet

3. A message is presented to the DA with further details and the choice is given

to Submit or Cancel.
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A Organization Administration - Deléte Organization(s) - Microsoft Internet Explorer ... IEE

Fils Edk View ‘Favorites Tools Help

aBack » = - ) (@] & Dseach FHFavortes Meda (F 5y S -3 3
#ddress [£] https:jcatsonline. ecollege .comfadminjOrajDeleteOrgs. learm?OraPk =937 ~| @eo | Links >

Organization Administration - Delete Organization(s)

Organization: Grade 08
Current Child Organizations of Grade 08

Grade D8 has 0 users associated to it

Note: all children organizations will be deleted. i you do not want this
to happen, move sach organization before deleting the parent organization

Submit ] Cancal

&) tone T[S (@ et

4. DA sees a confirmation message and a click /ere link to Return to Organization
Adpinistration Main Menu.

Edit/Delete Users or Reset Passwords

The Edit function may be used to correct misspellings, email addresses, view login 1D,
of to reset passwords to the default of “password”. The Delete function removes an
account from the system, and any information associated with it.

1. From the Main Menu, click on the Edit Users link. Search for the user account
to be edited or deleted (e.g. SA, Teacher or Student). To edit/delete a uset,
enter the first and/or last name and/or login ID. To view all users with the
same role, select the role from the drop down menu (e.g., all students) and
leave the other fields blank. To view all students in a school (SA login) or
district (DA login), do not choose an organization. To view all students at a
grade level, select that grade under the school, in the Organization drop down
menu.

A User Administration - Search Users - Microsoft Internet Explorer pro... !EE
| “Fils Edt view Favortes Tools Hels -

dagack » = - @ [@] &4 | Qsearch [EFavortss FMeds F - S = =
Address [£] hetps: ffcatsoniing scollege comAdminjUser/Searchlserslearn =] @*Go. | Links »

User Administration - Search Users

Please provide as much information as possible to imit your search results. You
can use the percent symbol (%) for waldcard searches.

First Mame: ]7
Last Nama ]7
Lagin 10: li
Role: |WI

eI ERIFEVLIN Choose Croanization *1

" Display Accomodations Profile
@ Disable Accomodations Profile

) - =|
& Done 3 | ntermet §

2. Click the Check box next to the name of the user that needs to be edited or
deleted. Click on the Edit Selected Users button to edit user information. Click
on the Delete Selected Users to delete.
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A User Administration - View Users - Microsoft Internet Explorer provided by Kentue... 'EH
Fls Edt View Favortes Tools Help - -
daback » = - @ @] & | Qoearch [GFavorites @iveda (B By S W - 5 B

2 ddress [£] https:/jcatsoniine ecollege comjdminjUser ViswUsers. sarm ~| @eo | Links >

User Administration - View Users
Edit Salected Users Delete Selected Users |

Commonwealth of Kentucky: Commonwealth: KDE: KDE Middle School: Grade
Look up Events

Login First Last Email Role
1] Name Name Address
- B deesd3r Jane Deer  catsol@kde state ky.us Student
3 doe1700 John Dos catsol@kde. state ky. o Student
Edit Sslected Users Delete Seletted Ussrs |

DENG fhMaln Mk

| &) Done 8 @ mhernet

ke

3. Click within any text box to edit the information. If a user has forgotten
his/her password, or if it has expired, click on the checkbox to reset the
password to the default of “password”. Click on the Submit button to save
changes or Cancel to return to Step 2 and select a different user.

- User Administration - Edit User(s) - Microsoft Internet Explorer provided by Kentucky

| B Edt Uew Favotes Took  Help
dapack ~ = - @) [ 4| Qsearch GEgFevortss @medis B 5y S - B [

#ddress [£] https:/Jcatsonline.ecollsge.comfidminiUser [EdtUsers.Jearm?Accomadations=DisablealserPk ¥ | (G0 | Links

User Administration - Edit User(s)

Login ID: teach9943 Look

Furst Wame Last Name Email Address: Rale

iKDE |Teacher ]catsu\@kde-stma ky.us]Te‘acher j
Program Requirements Override:

KDE Teacher's password will expire: 24272004

T” Click here to reset KDE Teacher's password.

Submit Cancel

 Display Accomodations Profile
@ Digable Accomadations Profile

Change Profile View

&) bone: B @ Tnternet

Lo |

To view/edit the Accommodations Profile for a Special Populations user,
select the radio button to display the profile. Click on Change Profile 1 iew.

A User Administration - Edit User(s) - Microsoft Internet Explorer provided by Kentucky De...
| File Edit ew Favortes Took: Help

dback || = - @) [ & | search FFavorites @ veds P 55 S - 5 [
ﬂgdr9551§ itps flzstsonine ecoleg diinUser EdiUser comodtions—DisablealeerPt x| @6a | Links

=

User Administration - Edit User(s)

Login ID: doe1700 Look up Events

First Name Last Nama Email Address Raole

|Jahn Do |catsol@kde state ky.us | Student ~|
Program Requirements Override

I” Click here ifthis student does not need to enter the practice ared prior'to entering the assessmant

Submit Cancel

# Display Accomodations Profile
" Digable Accomodations Profile

Change Profla View

&) Done. 2 @ Internet

Edit Accommodation Profile as needed.
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‘A User Administration - Edit User(s) - Microsoft Internet Explorer provided by Kentucky De...

Ble Edt View Favortes Took Help -
4 Back = @ [@ @ Qooarch [EHFevorites @redic (P 5y- & W - 5 B
#ddress [&] https:fJcatsonine.ecolleg dminfLiser [EditLsers. d ~] @ |Links >

User Administration - Edit User(s)

Login 1D: doe1700 Look up Events

First Name Last Name Email Address Role

|Jahn |Doe |eatsol@kde state ky.us | Student |
This student has NOT entered the practice-area:

Accomodations Profile
W Click hereif studant mests eligibility requirerments.

Spacial Fopulation rﬁpe:m: Leaming Disability hd

Software Utilized Fead and Write Gald =

Content Naw Online Open Responss  |mage Text In Page Nav
No =

InPage | s =] [ =]

Browser Settings Hotes

John likes size 14 font. =]

| =
&] Dane 2 @ Internet

4. A confirmation message will appear. Click on Return to Search for Users if
further edits or deletions are required; otherwise, click on Return to Main
Menu.

ser Administration - Confirmation of licroso e S ] B2

| Ele Edit Wiew Favorites Tools Help = |-
J W Back -+ = - [@ @' ﬁ | @Seardﬂ @Favnrites @Histnry 7
|

Address I;ﬂ http:,l’,l’aat.eco\lege.com,l’Admin,l’User,l’EditUsers.Iearr;‘ -6>G0 |JLinks' i

User Administration - Confirmation of Edit Users
Your request has been processed. Thank you.

Beturn to Search for Users
Beturn to Main Menu

& [ 4 meermet 7

Editing Test Sessions (SA)

During assessment, if a student needs to work beyond the scheduled session time, the
SA can extend the time by editing the session. To view a scheduled session, click on
View/ Edit/ Delete Test Sessions.

1. At the KCCT/CATS Online Administrator Main Menu select Edit Testing
Schedules in the left column. ‘Then Select the second button: 1 zew/ Edit/ Delete
Test Sessions.

Schedule Administration - Menu

[ Add/Editiview Assessment Time Period ]

[ Yiew/EdittDelete a Testing Session ]

[ Setan Interruption Status ]
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2. From within the Schedule Adpministration - Testing Sessions page select the check
box next to the scheduled session to be edited or deleted. Click the Edit Selected
Session(s) button to make changes to the session. Continue on to Step 3 below.

Click the Delete Selected Session(s) button to remove the session. A pop up box
will appear to confirm. Click OK or Cancel. This only deletes the scheduled

session, not the assessment.

A Schedule Administration - Schedule Testing Sessions - Microsoft Internet Explorer proy
Ele Edt View Favortes Tooks  Help
dapack = = - @D [F 4| Qoewch [FFavoites Freds F 55 G- 5 @
#ddress [&] https:fJcatsonline. ecollege.comfidmin{SchedSession| WiewSessions. learn ~| e |Links >
. =
| Edit Selocted Sessions) | Delete Selacted Session(s) |
Assessment Testing Sessions
KDE  Distizt Look up Users
KDE Middle School  Schoof Look up Users
Gradsts  Crace HH Look up Users
Grade 05 Assessment (99 Release Items) - Arts and Humanities
Part A
¥ 0116
®
Art
&
Hum
Al
| Grada 15 Ascacsmant 199 Ralassa tamsl - Mathamatire =
&] Dane: 2 @ Internet

3. 'The session’s schedule can now be viewed and edited. All fields must be

completed in order to proceed.

Schedule Administration - Testing Sessions

Edit Session

Submit

Fields Are

all
Testing Session Trle
Dhstrict
Schoal
Assessment
Assessment Parts

Choose Assessment Parl(s)

{Use the orif + click’ fo
satac muliiple rows)

Event Type

Choose Session

Enter Start Date and Time

Enter End Date and Time

Choose Time Zone

Passwerd
Generate New Passwoed?

Jogl SRS Test

Forestview School Distrct
Riverzide Elementary Schaal
Grade 04 Assessmaent
Subject Area Pad A

|

|Head=r|g Questionnaire | ||

Flea

ng Part &

Am v
M O™ B
AMPM | AM |~

Drate: I January
T||115::r1 i! - 0D

Date: | Janvary || !S—L|_ZDDS =l
T|me:| i \fi: i) ANIPI AM |~
foamss G

MIOABDD

[ ] ¥es

Cancel

rn o0 Schedular Mam Manu.
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NOTE

The Assessment and Assessment Part fields cannot be edited. If these
fields need to be changed, this session must be deleted by returning to the
previous screen and clicking on Delete Selected Session(s). Recreate the
session using the Wizard (Setup Wizard: Testing Session).

The SA has the option to Submit changes, Cancel, or Return to the Scheduler Main
Menu.

56



CATS ONLINE ASSESSMENT
V.01.15.04

Appendix B

INTERRUPTION OF TESTING SESSION.

Interrupting a CATS Online Test Session

In the event of an unscheduled interruption during the assessment affecting individuals
or a group (e.g., sudden illness, fire, tornado, power failure) and a session needs to be
suspended, student responses are automatically saved, except for the question currently
on the screen. If time allows during an interruption, follow the steps below.

1. At the CATS Online Administration Main Menu click on Edit Testing
Schedules. Select the Sez an Interruption Status button at the Schedule
Adpunistration page. The Interruption Status page allows District and School
Administrators and Teachers to limit students’ access to the test in the event of
an unplanned interruption.

Schedule Administration - Menu

[ Add/Editfview Assessment Time Period ]
[ Yiew/EdittDelete a Testing Session ]
[ Setan Interruption Status ]

2. Sessions can be locked at three levels: school level, grade level, student user
level.

a. Choose Lock School to lock all students at a school from viewing any
questions they have seen or answered.

b. Choose Lock Session next to the title of the session to lock all students
from viewing that session.

c.  Choose Lock next to a user’s name to lock that particular student from
that session.

3. In order to resume testing, Unlock a session for a specific student or group.
Student(s) will be allowed to modify existing answers or previously viewed
questions for that session. This option would only be used if the option to lock
had previously been chosen and submitted. If the session time has ended, the
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SA will need to extend the time by editing the test session (see Appendix A,
Editing Test Sessions).

3 Schedule Administration - Interrupt Status - Microsaft Intarnet Explarer provided by Kantucky Depa... IEIEY

te Gk Yow Fawete Dok b

e S e
Agdress perllage cnm, e
orby the specific siudent. &
Update Now Staus | Canent |
Assessment Testing Sessions
WDE Dt hask up Usars
WDE Mide Schonl — Sehool Lock School © Unlack School  Lookup Users
Grade 5 Grede Look yp Userg
5 Math A & B: © Lock Segsion © Unlock Seasion
For Mathematlcs: Pan A
Doe, John (doe!700) T Lok T Unloek
Der, Jane (deer5434) © Lock 7 Unlock
For Mathematics: Pant B
Doe, John jdos ) 700) © Lock © Unkek
Deur, Jane {duerbd34) T Lock T Undock
5 Math ©:  Lock Session  Unlock Sesson
For Mathematics: Pan © =l
] vees ER
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Appendix C

EXPORTING A CSV FILE FROM STI

This must be done within STI District:

e Logon to STIDistrict.
¢ Go to Utilities>Query Builder.

" DistrictWorkstation v7.2.33 User: WN / Distrig
File Report Discipline Graphs BEEIEEEN Window  Help
- L) & X Address Maintenance

Code Maintenance

Change Password

Walid Course File

Enroliment Builder
uilder

Query Lisk

Exports
Archive
Ascii Flle Yiewer

e C(lick and drag qryStudent_Demographics from scroll box on the left side of the
screen to the empty box on right side of screen as shown on the next page.

e Click and drag the qryCurrently Enrolled from scroll box on the left side of the
screen to the empty box on right side of screen as shown on the next page.
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iy STiDistrict Query Builder

Sl Bl | %] | e
Design T Sql T_

arrealend - o " > - o e
< e BB ayStudent_Demograpl] B qnCurrentlyEnralled
—_— ~ o ~

Orrsesiploaalandene=" M umber [ snum
[z qryD|scu3||ne_|nc:|dents_P§rt|c:|pants [ Aemate_Student . asrum
B arvkentucky_Info_User_File_1 ) =
B gk _Out_of_District_Students O Flr_st_Name O FHame
B qryiaster_Scheduls O Middle_Marme O LHame
B qryMississippi_Info_Llser_File_1 O Last_Mame w Oooe %
& qrvSchool_Code_File ] —v — —
B qrvSchool_System_File 1
B qryState_sttendance_System_File
B qryStudent_attendance
B qryStudent_Count_By_Dizcipline_Dispgsi

el W= L ) L ey TR
izcipline

T Al Views and T ables T w14

Calumn Aliaz T able Output | Sort Type Sort Order | Critenia Or...

b o | o i [ |

® Select the indicator beside the following fields in the qryStudent_Demographics
table:

School Number
Homeroom_Number
Grade_Level

First Name

Middle_ Name

Last Name

Date_of Birth

O Social_Security_ Number

O O 0O O 0o o o

® Select the indicator beside the following fields in the qryCurrently_Enrolled table
0 Enrolled
0 Active

e Link the two tables together with Student_Number (qryStudent_Demographics)
to snum (qryCurrently_Enrolled) and School_Number
(qryStudent_Demographics) with sn (qryCurrently_Enrolled)

e Set the sort order as follows:
O School Number—1

0 Homeroom Number —2
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O Last Name—3
e Set the criteria as follows:
0 Grade_lLevel to >08
0 Enrolled to =°A’
0 Active to =’A’

[ |STiDistrict Query B

=y
Sl Bl v(8ls| A w]E me
Design 1 5al | Fiesuks
[®8 qyCalendar_Fie - 3
B qruDatabank_Groups O- a-
78 qDiscipline_Incidents Student_Number O srum
#8 qreDiscipline_|ncidents_Participants O Altemate, Student_ — O asrum
R qrokentucky_Info_User_File_1
B8 gk Out_of District. Studants First_Name O FName
B qryMaster_Schedule Middle_Name O Mame
B qrubississippl_Info_User_File_1 Last_Name Oooe
8 qrvSchaol_Code_File | Student Mame .
B qrSchool_System_File E pema— E sbcatrem
R qreState_Attendance_System_File - N
R qreStudent_Attendance [ Address_2 OuDistia
& qnStudent_Count_By_Discipiine_Dispostion Oory
= gvStudent_Demographics I 5TATE i
quStudent_Disciplineg Zip_Cod - =
B qrvStudent Entry Withdrawal hd O1zZn_Code o J
I AlViews ond Tables p=r=s T | K| ol
Columi Aliag Tahble Output | Sort Type Sart Order | Criteria Or Or Or.
Schoal_Mumber giyStudent_Demogr. [ Ascending 1
Hameroam_Mumber giyStudent_Demogr. [ Ascending 2
Grade_Level giyStudent_Demogr. [ »08
Student_Mumber giyStudent_Demogr. [+
First_Mame giyStudent_Demogr. [+
iddle_MName giyStudent_Demogr. [+
Last_MName qStudent_Demogr. 3 Azcending 3
Date_OF_Birth qyStudent_Demogr. 3
Social_Security_MNur qyStudent_Demogr. 3
Errolled qyCurrentiyEnralled 3 =8
Active gryCurentlyE nrolled c ="
O

61



CATS ONLINE ASSESSMENT
V.01.15.04

e Run the query, by clicking on the green light button, highlighted below

iy STiDistrict Query P:lder

=EFIEJAER

Mesign T Sql T Results

B qryCalendar_File -
=8| qruCurrentiyE rrolled

B qryDatabank_Groups

B qnDiscipline_Incidents Student_Mumber

=) qr_l,lD|sc:|p||ne_|nc:ldents_F"_artlc:lpants O sttemate._Studert_.. —
B qrokentucky Info_Ulser_File_1 X
B qrok’_Out_of_District_Students Flr.st_Name
B qrutdaster_Schedule Middle_Mame
B qroMississippi_Info_User_File_1 Last_Mame
B qrvSchool_Code File [ Student_Name

B qrvSchool_Systemn_File
B qruState_Attendance_System_File [ Address_1 [ ytscadrvear

B qrStudent_Attendance O address 2 O yDistio
B qrvStudent_Count_By_Discipline_Disposition Oorty Enrolled
B qrvStudent_Demographics OsTaTE e

58 aosuent b Wadan <|| 101Ze-Code v
HlViews and Tables =T 4|
Colurnn | Aliaz | Table Output | Sort Type Sort Order | Criteria Or... Or... Or...
: School_Mumber [ ! qryStudent_Demogr-. I .Ascen.c.l.ihg [E | | | |
Homeroom_Mumber gStudent_Demoar. [ Ascending 2
| Grade_Level gryStudent_Demogr. [+ » 08
: Student_Murmber gryStudent_Demogr. [+
First_Marme gStudent_Dermogr. [«
1 Middle_Mame qyStudent_Demogr. [+
| Last_Mame qyStudent_Demogr. [+ Azcending 3
| Date_0OF_Birth qryStudent_Demogr. [
: Social_Security_Mur qryStudent_Demogr. [+
Enrolled giyCurrentiyE nrolled I =4
Active qryCurrentlyE nrolled 2 =4
[

e This will generate a query as shown below. Click on the ‘Merge Excel’ icon as
highlighted.

i |STIDistrict Query Builder,

Slelsl W /8], ||

Dresign Results
Middle_Marne |ctive

] JENNIFER L DELLA B7E-54-3210 A &
003 050 3 177372661 |STACEY GARDMER  |9/20/1957  |177-37-2661  |& A
003 (IETN £l 473828273 |DAWID M O'BRIAN 20271998 473828273 A A
003 090 ] 789123456 |JAMES A PLEASANT  |12/2/1996 | 789123456 |A A
003 090 3 391938374 RICHARD K UFJOHN B/15/1997 391988374 & A
003 00 0 957654321 | TIMOTHY 3 BLEWINS 2/6/1395 987-65-4321 & A
003 1001 10 784736562 |LESLIE A [NMON 11/25/1996_ |7e4-736562  |A A
003 i 0 957987987 |ELIZABETH  |MARIE JAMES 2/1/199 (999938333 (& A
003 100 10 28377456 COURTNEY |0 VICTORY 1/1815998 028377466 & &
003 0 326598741 |ROBERT R FLEMING 9/1/1995 326535741 A A
003 1101 1 218475637 | PAMELA J MaREH 10/13/1995 | 218475637 & A
003 0 483762784 |RANDALL 2] QUICK 5/30/1995 483762784 |A A
003 120 12 15287465 AMES ALLEN KING 10/3/1994 019287465 & A
003 20 2 947372644 |BRANDY RILEY 12/10/1994  |947-37-2644  [A A
003 1207 12 398847757 |REBEKAH L WILSON 5/9/1934 398847757 A A
003 20 2 110299384 ICHAEL A ZACHERY 104941993 [110-299334 |4 A

e This will generate an Excel file for you to edit .
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2 Microsoft Excel - Book1

; @ File Edit View Insett Format Tools Data ‘Window Help
lozaa kY ae T 2R -0 -[B U %
A1 = =

| A B c D E I G H (=

1 [School Number IHomeroom_Number Grade_Level Student Number First Name Middle_Name Last Name Date_Of Birth |Soc™
2 |003 09m 9 456739123 MICHAEL ] AUSTIN 124171998 0:00 456-
3 |003 090 9 476543210 JENNIFER L DELLA JACONA | 4/4/1995 0:00 G76-
4 003 0801 9 177372661 STACEY ] GARDMER | 94201957 0:00 177-
& 003 0501 9 4738268273 DAVID t O'BRIAN | 2/2119598 0:00 473-
6 |003 050 9 79123456 JAMES A PLEASANT | 12/211996 0:00 785
7 003 0s0 9 391868374 RICHARD K UPJOHN | BABASET 0:00 331
g 003 1001 10 957654321 TIMOTHY 3 BLEVING | 2/8/1996 0:00 957
9 003 1001 10 784730562 LESLIE A IMMADHN 11/25/1936 0:00 754
10 /003 1001 10 987957987 ELIZABETH  MARIE JAMES 12/1/1996 0:00 983
11 /003 1001 10 28377466 COURTNEY |Q VICTORY 141871996 0:00/025:
12 1003 11m 11 326590741 ROBERT R FLEMING 9/1/1995 0:00 326
13,003 1o 1 218475637 PAMELA J MARSH | 10/413/1995 0:00 215
14 |003 1m 1 483762704 RAMDALL M QUICK | 5/30/1995 0:00 483
15 003 120 12 19287465 JAMES (ALLEN KING | 10/3/1994 0:00 019
16 /003 120 12 947372644 BRANDY | RILEY | 1210/1994 0:00 947
17 |003 120 12 3596847757 REBEKAH L WILSON 9/9/1994 0:00 355
18 /003 12M 12 1102959384 MICHAEL A ZACHERY 10/5/1953 0:00 110
19 003 1202 12 234512345 JAMIE N CARROLL | B/5/1993 0:00 234
20 003 1202 12 483767478 KATHERINE | A MELSOM | 9171993 0:00 483
21003 1202 12 483774775 BIANCA I STURKIE 743011293 0:00 483
22 |003 1301 9 384775774 MARCEDIAS A TRIPPLETT 34161298 0:00 354
23 123 09m 9 402 MARKUS BRADLEY BARNES 71201967 0:00 222
24123 09m ) 418 LOYAL IJ BROUGHTOM | 3/11/1988 0:00 401
25123 090 9 421 BRADY WY BUNCH 1421/1988 0:00 407
26 123 080 9 425 CARRY G CARNES 12/418/15968 0:00 402
27 123 0801 9 427 RACHEL N CENTERS | 12428/1986 0:00 404
28123 0501 9 432 LIZZIE i COLE | 1042241987 0:00 102
29 123 050 9 442 MADENE R DOZIER | 24221988 0:00 022
30 123 050 ) 487 CHARLES | C GARLAMD | 42211987 0:00 406
31123 0501 9 489 | JULIA N GRAY | 10/28/1988 0:00 102
32123 0901 12} 467 HEATHER  MICHELLE GRUBE | 8/16/1957 0:00 407

M4 ¥} Sheet1 / sheet2 £ Sheeta / . T TaI 7 T i V[

i Start € REEnEG .-

outl., = | AW

e Delete all columns not listed below. Place the remaining columns in this order:

First Name
Middle Initial
Last Name

Date of Birth MMDDYYYY)
O Last four digits of the student ID (or 9999 if no student ID)

O O O O

e Add a column for teacher email at the end. This person will receive email
containing the student login IDs.

e Remove the header row with the column titles.

e Save the file as a CSV (MS-DOS).
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